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FORWARD  

 
The Maine Department of Transportation maintains operations that must be performed, or 

rapidly and efficiently resumed, in an emergency or disaster. While the impact of an emergency 

or disaster cannot be predicted, planning for operations under such conditions can mitigate the 

impact of the emergency or disaster on our people, our facilities and our mission. Continuity of 

Operations (COOP) Plans are important resources in providing essential services, maintaining 

vital records and systems, and continuing essential functions.  

 

This document was prepared by the Maine Department of Transportation to ensure essential 

operations and functions can be performed during an emergency or disaster.  

 

Recommended changes to this plan may be sent to David Bernhardt at: 
David.Bernhardt@maine.gov 

 

 

 

Bruce Van Note 

Commissioner 

Maine Department of Transportation  

mailto:David.Bernhardt@maine.gov
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aŀƛƴŜ5h¢ /ƻƴǘƛƴǳƛǘȅ ƻŦ hǇŜǊŀǘƛƻƴǎ tƭŀƴ 
COVID-19 Phased Response Plan 

 

Communications  
 

¶ All communications, internal and external, written and oral, need approval through team 

up to Deputy Commissioner Nina Fisher 

¶ All media goes through the PIO, (Paul Merrill). 

¶ All legislative inquires go to Meghan Russo 

¶ Facilities, Regions follow local chain of command 

¶ Daily briefings at 2pm 

 

Members of MaineDOT Planning and Response Team 
 

¶ MaineDOT Team Lead: Director M&O David Bernhardt* 

o Backup: Kyle Hall, Assistant Director of Maintenance and Operations 

o *Reporting all updates to the Commissioner 

¶ Other Central Office Team Members: 

o Deputy Commissioner Nina Fisher 

o COO, William Pulver 

o Chief Engineer, Joyce Taylor 

o Director Human Resources, Beth Getchell 

o Director Project Development, Richard Crawford  

o Director of Creative Services (PIO), Paul Merrill  

o Director Finance and Administration, Karen Doyle 

o Director Planning, Jennifer Brickett  

 

*Team leads will share this plan, daily phone briefings, and update with their respective 

backups 

General Policy 
 

Education:  
Use emails with updates and, or factoids keeping people informed. Utilize signs, 

in primary junction points and posters at information locations, along with safety 

meetings to encourage employees to learn and explore where to find information. 

Key points for people to practice is enhanced hygiene by washing hands often and 

wiping down phones, cell phones, desks, tables, door knobs, coffee pots, copiers, 

printers, anywhere many people touch a common surface. Share guidance on 

disinfecting practices that will be used within the department.  
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Symptoms:  
Provide employee with information through sharing CDC information via email, 

postings and safety meetings on the type of symptoms to look for that may 

indicate potential COVID-19 virus, and what employees should do if they suspect 

they, or a family member, have the virus. Supervisors are to ask employees who 

are calling in sick if their absence is related to the COVID-19 virus.   

https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.html 

 

Sanitization and Hygiene: 
Ensure critical common areas (bathroom, breakroom) are disinfected twice per 

day. All doorknobs, door push bars and stair rails are disinfected at beginning and 

ending of cleanerôs shift. Limit the sharing of computers and other commonly 

shared items, such as pens, phones, and other items. Clean break area items such 

as microwave handles, coffee and vending machine buttons, and remove 

magazines from tables. Remove trash using appropriate Personal Protective 

Equipment. Identify and procure materials to disinfect with.   

https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-

disinfection.html 

 

Social Distancing Strategies:  
Social distancing measures are taken to restrict when and where people can gather 

to stop or slow the spread of infectious diseases. Social distancing measures 

include limiting large groups of people coming together, closing buildings, 

teleworking and canceling events.  Strategies need to be developed for protocols 

allowing non-employees into building and limiting their movement. It also is 

developing staggered work schedules for employees. See phased approach 

application below. 

After Exposure: 
Employees who test positive for the COVID-19 virus would be required to stay at 

home or at a healthcare facility until a doctor provides MaineDOT documentation 

the person is disease free and may return to regular duty. Employee who have 

immediate family members test positive for COVID-19 will need to work from 

home, if possible, or stay out of work for 14 days.   

https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-prevent-spread.html 

 

https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-prevent-spread.html
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MaineDOT Headquarters - Notification Process (August 27, 2020) 

 
In the event of an employee who has been within the MaineDOT headquarters building develops 

symptoms and/or tests positive for COVID-19, the following notification process should occur: 

 

 

Please note, it is imperative that the employee feel comfortable with whomever they are 

communicating with.  They need only contact one person, and the rest will be handled by staff.  

They are also under no legal obligation to share medical information of this nature with their 

employer, only that they are symptomatic or have gone for testing.  Any information shared 

about symptoms should be shared willingly and without coercion.  At no time is an employeeôs 

name to be shared with any other individual(s) beyond the supervisor, HR and Bureau/Office 

Director and Executive Office staff. 

 

¶ Employee to notify direct supervisor or head of Human Resources, Beth Getchell 

¶ Direct supervisor to notify Bureau or Office director and head of Human Resources if not 

already notified.   

 

Questions to ask employee: 

1. Have they been tested, and if so, on what date?  If not, do they plan to get tested? 

2. If yes to testing, ask to please share the results once obtained. 

3. If not a confirmed positive (pending test results, etc.), and if they are willing to 

share, what are their symptoms? 

4. Within the last 14 days, who, if anyone, were they in contact with at MaineDOT? 

5. Within the last 14 days, who, if anyone, were they in close contact with at 

MaineDOT, defined as more than 15 minutes, closer than 6 feet. 

6. Was a mask worn by both parties? 

 

Based on the answers to this question, a determination will be made by HR as to the next 

steps and level of cleaning required, if any. 

 

¶ Bureau or Office Director to notify Deputy Commissioner, Nina Fisher 

¶ Deputy Commissioner to notify Commissioner, Chief Engineer, Chief Operating Officer, 

and Public Information Officer 
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If an office closure and/or cleaning is required: 

¶ Deputy Commissioner or Legislative Liaison to notify COS and Policy Advisor in the 

Governorôs Office 

¶ HR Director to notify DAFS HR  

¶ HR Director to notify by phone any employees that may have been identified as having 

contact or close contact with the employee  

¶ Bureau and Office Directors are to notify any impacted (by closures of an area, the need 

to telework or not come in, etc.) employees by phone. 

¶ Email to be sent to all Child Street Facility email distribution list by Commissioner or 

Deputy Commissioner outlining the closure, protocol and next steps.  

 

If a negative test result: 

¶ Employee to share results with supervisor  

¶ Supervisor to notify Bureau/Office Director and head of HR 

¶ Bureau or Office Director to notify Deputy Commissioner 

¶ Deputy Commissioner to notify Commissioner, Chief Engineer, Chief Operating Officer, 

and Public Information Officer 

¶ HR Director to follow-up, by phone, with employees contacted previously to let them 

know there is no cause for concern  

¶ Email to be sent to all Child Street Facility email distribution list by Commissioner or 

Deputy Commissioner outlining that there is ñno cause for concernò at this time. 

¶ Deputy Commissioner or Legislative Liaison to notify COS and Policy Advisor in the 

Governorôs Office 

¶ HR Director to notify DAFS HR  

 

 

If a positive test result: 

¶ Employee to share results with supervisor  

¶ Supervisor to notify Bureau/Office Director and head of HR 

¶ Bureau or Office Director to notify Deputy Commissioner 

¶ Deputy Commissioner to notify Commissioner, Chief Engineer, Chief Operating Officer, 

and Public Information Officer 
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¶ HR Director to notify by phone any employees that may have been identified as having 

contact or close contact with the employee  

¶ Deputy Commissioner or Legislative Liaison to notify COS and Policy Advisor in the 

Governorôs Office 

¶ HR Director to notify DAFS HR  

 

 

MaineDOTΩǎ Phased- Approach for Planning and Response 
 

Phase 1: Preparation and Prevention (No confirmed cases in Maine) 
 

Specific Actions to take: 

 
Á Review CDC information for any changes in recommendations, links can be found on 

MaineDOT Intranet website. 

Á Develop plan to interact with the public coming into the building 

Á Identify and procure materials to have on hand for disinfecting 

Á Develop guidance on disinfecting protocols 

Á Practice disinfecting protocols 

Á Review Social Distancing Strategies 

Á Update contact lists. 

Á Make sure computer access works, necessary software is downloaded, software use 

instructions are easy to find. 

Á Review conference call instruction to ensure system still works and other methods 

such as Skype, Zoom and Microsoft Teams. 

Á Identify critical jobs and who are the primary contacts with a backup identified. 

Á Review business processes and identify the different steps. Evaluate how best to work 

remotely. 

Á Develop plan to handle incoming and outgoing mail. Will need to address ways for 

people working remotely to receive mail. 

Á Review contracts for good and services 

Á Identify contingency plans if work force drops to the point Levels of Service cannot 

be met. 

Á Review building access levels so people may work staggered shifts. 

Á Review the SDS on cleaning products to avoid undo human risk and chemical 

reactions. 

  

Specific Actions/Details: 
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o Head Quarters Building 

Á Ensure proximity door assists are working 

Á Employees have appropriate security status to access building after hours. 

Á Review cleaning contract and ensure enough supplies are on hand. 

Á Develop list of employees who can Telework 

o Ferry Service 

Á Develop plan to interact with the public coming into the building and on boats 

Á Review staffing plans and minimum operations if reduced work force due to illness. 

o Region Central Offices 

Á Develop plan to interact with the public coming into the building 

Á Develop plans for camps dealing with health monitoring and disinfecting. 

Á Create priority plan for emergencies with limited work force. 

Á Review cleaning material status for office and camps 

Á Develop list of employees who can Telework 

o Region Camps/Facilities 

Á Review and critique plans for health monitoring and disinfecting 

Á Identify how to engage the public safely. 

Á Develop plan for single user for each vehicle/equipment. 

o Central Fleet 

Á Review parts and material ordering. 

Á Review service contracts 

Á Develop protocols for employees to clean and disinfect industrial space 

Á Identify backup business that could help with shortages. 

o Visitor Information Centers  

Á Develop plan to interact with the public coming into the building 

o People entering the facility shall be provided information on virus. 

Á Use posters to remind people of health practices 

¶ Develop strategy to close facility if not able to be maintained 

o Moveable Bridges 

Á Contractors will be asked to follow their cleaning and disinfecting schedules. 

Á Identify and train backup DOT personnel to operate Casco Bay Bridge. 

Á Review Casco Bay Bridge detour plans and equipment necessary to implement if 

need to leave bridge open for marine traffic 

Á All preventable maintenance is performed. 

o Highway Maintenance & Production Support 

Á Identify critical business operations 

Á Identify contingency plans to meet these operation needs 

Á Create contingency plan for the Striping and Stenciling, along with Sign Shop and 

Interstate Sign crews. 

Á Create contingency plan for Pug Mill 

Á Develop list of employees who can Telework 
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o Bridge Maintenance 

Á Evaluate remote operations with staff 

Á Develop communications plan with in the field staff to ensure coordination 

o Bureau of Planning 

Á Develop list of essential employees 

Á Develop list of essential tasks 

Á Develop plan for meetings 

Á Develop list of employees who can Telework 

o Human Resources 

Á Develop list of essential employees 

Á Develop list of essential tasks 

Á Develop plan for meetings 

Á Develop list of employees who can Telework 

o Finance and Administration 

Á Develop list of essential employees 

Á Develop list of essential tasks 

Á Develop plan for meetings 

Á Develop list of employees who can Telework 

o Bureau of Project Development 

Á Develop list of essential employees 

Á Develop list of essential tasks 

Á Develop plan for meetings 

Á Develop list of employees who can Telework 

 

  

Decision to move to Phase 2 will be made by the Commissioner  

 

Phase 2: Confirmed case(s) in Maine community or because of community transmission 
restrictions (Current) 

 

Actions to take: 

 
Á Cancel all non-essential out of state travel 

Á Reschedule or cancel meetings, events, gatherings more than 10 (10) people 

Á Visits and walk-ins should be controlled to allow for: 

o Screening visitors for symptoms of acute respiratory illness before entering the 

building. 

o Facilities should provide instruction, before visitors enter, on hand hygiene, 

limiting surfaces touched, and use of personal protective equipment (PPE) per 

current facility policy while in the building. 

Á Visitors should be instructed to limit their movement within the facility. 
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Á Consider the use of flexible schedules and work sites 

Á Actively encourage sick employees to stay home. Encourage the employee to seek 

medical treatment.  

Á Allow flexibility for employees to stay home to care for sick family members. 

Á Disinfect sick employeeôs work space & commonly touched surfaces. 

Á Conduct necessary meetings via conference calls. 

Á Utilize email to communicate between coworkers. Minimize visiting individuals at 

their desk. Try to stay six feet from individuals. 

Á Review cleaning material inventory 

Á Ensure employees have relevant information on COVID-19: 

o Links can be found on MaineDOT Intranet website. 

Á Clean/disinfect daily all frequently touched surfaces in the workplace such as; 

workstations, countertops, doorknobs, toilet and sink handles and remote controls.  

Á Work with housekeeping contractor to ensure frequency and strategy of disinfectant 

cleaning is appropriate. 

Á Provide alcohol-based hand sanitizer in all common areas, and personal size for 

individual use, to the extent practical.  

Á COVID-19 is highly susceptible to hand washing; encourage employees to wash 

hands frequently with soap and water for at least 20 seconds, especially after using 

the bathroom, before eating, after blowing your nose, coughing, sneezing, or touching 

your face. Always wash hands with soap and water if hands are visibly dirty, as 

opposed to using hand sanitizer.  

Á Encourage employees to avoid touching eyes, nose, mouth, and face. Cover cough or 

sneeze with tissue, then throw tissue in the trash. 

Á Encourage employees to limit the sharing of any personal items such as; pencils, 

pens, phones, etc. 

Á Review all guidance and protocols and make necessary changes based upon new 

guidance or direction from CDC, Governorôs Office, Commissionerôs Office. 

 

 

Specific Actions/Details: 

 

o  Head Quarters Building 

Á Provide guidance to what work should be prioritized 

Á Provide communication to employees on how things are going. 

Á Review conditions of common surfaces 

Á Provide point contact if employee has concerns or ideas on how to improve things. 

o Ferry Service 

Á Review staffing and critical trips 

Á Identify ways of creating social distancing between crew and public 

Á Post guidance on creating safe separation between crew and public 
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o Region Central Offices 

Á Identify work priorities if not enough workers  

Á Test remote working for various business processes 

Á Communicate with crews on what is happening in the Region and across the state 

o Region Camps/Facilities 

Á Evaluate work priorities with limited crew 

Á Implement single user per vehicle/equipment 

Á Make sure they have materials and supplies on hand. 

o Central Fleet 

Á Keep open lines of communication with vendors to understand any slowdowns. 

Á Share information about status during this event 

Á Review inventories and plan accordingly 

o Visitor Information Centers  

Á Information posters explaining emergency protocols 

Á Talk with staff to see if they feel adequately prepared 

o Moveable Bridges 

Á Practice social distancing. 

Á Cleaning materials delivered and utilized 

o Highway Maintenance & Production Support 

Á Test remote access 

Á Identify any issues with crews or pug mill 

o Bridge Maintenance 

Á Continue staying out in the field 

Á Utilize videoconference for weekly meetings 
 

 
Decision to move to Phase 3 will be made by Commissioner Van Note 

Phase 3: Confirmed case(s) in a MaineDOT facility 
 

Actions to Take 

 

Á Review Maine CDC guidance 

Á Management may ask employees with flu like symptoms to go home. 

Á Employees should contact their supervisor before arriving to work to receive any 

updates and or share their health condition. 

Á The department should send out daily updates and reminders. 

Á Revise posters to reflect any changes from the CDC. 

Á Use social distancing practices to limit spread of virus. 

Á Clean and disinfect areas repeatedly. 

Á Employee outage needs to be communicated daily to management 

Á Keep the Public Information Officer appraised of changing situations, conditions 
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Specific Actions to take: 

 

o Head Quarters Building 

Á Implement building screening protocols 

Á Evaluate practices to ensure compliance to protocols 

Á Modify protocols based on new guidance 

o Ferry Service 

Á Create social distancing between employees 

Á Implement critical staffing and operations plan  

o Region Central Offices 

Á Notify Headquarters to the location and number of employees out of work. 

Á Develop a staggered work plan for employees that need to be in the building in case 

there is a need. 

o Region Camps/Facilities 

Á Notify Region of employees out due to illness. 

Á Sanitize vehicles operated by sick individual. Do not use for 24 hours after cleaning. 

Á Having one person per vehicle/equipment helps reduce contamination 

o Central Fleet 

Á Prioritize work at facility 

Á Utilize contractors and other vendors 

o Visitor Information Centers  

Á Evaluate cleaning and determine if needs to be closed 

Á Implement closing protocols if needed 

o Moveable Bridges 

Á Isolate bridges that have confirmed cases of COVID-19. Fax or scan necessary 

paperwork and documents, establish location outside of camp quarters for deliveries. 

Á Set up detour around Casco Bay Bridge and leave bridge open for marine traffic. 

o Highway Maintenance & Production Support 

Á Critical business operations will be performed remotely 

o Bridge Maintenance 

Á Evaluate staffing and make necessary changes to work to be performed to meet goals 

and objectives. 
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COVID-19 Essential Work Exposure Control Plan 
 

Purpose & Scope 

Due to the nature of the MaineDOTôs work, close proximity among employees is required for 

essential work.  Many MaineDOT employees have the potential for occupational exposure to 

COVID-19.  MaineDOT is attempting to reduce that exposure by implementation of this plan 

when social distancing (at least 6ô between people) is or isnôt maintained.  This plan provides 

guidance to MaineDOT for maintaining essential functions, services, and safety during the 

COVID-19 pandemic. Those involved with inspection activities will follow the Construction 

Project Safety Guidelines Related to the Effects of the COVID-19 Virus available in the 

Departmentôs Continuity of Operations Plan.   

 

Definitions 

CDC Centers of Disease Control and Prevention 

Close Proximity: Within six feet or less of another person. 

Essential Work: Work required to maintain a safe work environment, safe 

infrastructure of roads and bridges, and maintenance and 

facilitation of safety practices and procedures that are 

established to protect employees (i.e., work or repairs that 

have time constraints or a potential to have major negative 

impact on the traveling public, or work that poses specific 

safety implications to an individual employee for example 

team lifts and etc.)  

Exposed (Close Contact):    Exposed means one or more of the following: 

1. Caring for a person who has tested positive for 

COVID -19. 

2. Being within 6 feet of an infected person for a  

cumulative total of 15 minutes or more over a 24-hour 

period. 

3. Coming in direct contact with secretions from a person 

that has tested positive for COVID-19 (they sneeze cough 

or somehow got respiratory droplets on you), while that 

person was symptomatic. 

4. You had direct physical contact with the person with 

COVID-19 (hugged or kissed them). 

5. You shared eating or drinking utensils with a person 

with COVID-19. 
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COVID-19 Symptoms People with COVID-19 have had a wide range of 

symptoms reported ranging from mild symptoms to severe 

illness. Symptoms may appear 2-14 days after exposure to 

the virus. People with these symptoms may have COVID-

19: (The following list does not include all possible 

symptoms). The CDC continues to update this list 

¶ Fever or chills 

¶  Cough 

¶ Shortness of breath or difficulty breathing 

¶ Fatigue 

¶ Muscle or body aches 

¶ Headache 

¶ New loss of taste or smell 

¶ Sore throat 

¶ Congestion or runny nose 

¶ Nausea or vomiting 

¶ Diarrhea 

For changes and a list of up to date symptoms visit the 

CDC website below: 

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-

testing/symptoms.html  

Public Settings Defined as per the November 4, 2020, Executive Order 

Section B(1)(d), Portions of municipal, county, state, and 

private buildings and grounds that are typically accessible 

to the public, including parking lots, walkways, lobbies, 

waiting areas, elevators, service desks, and related 

hallways. For the purpose of this section, government 

buildings and grounds include those privately owned and 

leased for government use. 

 See the full executive order of 11/4/2020, at the link below: 
 https://www.maine.gov/governor/mills/sites/maine.gov.govern

or.mills/files/inline-
files/An%20Order%20to%20Revise%20Indoor%20Gathering%20
Limits%2C%20Strengthen%20Face%20Covering%20Requiremen
ts%20and%20Delegate%20Certain%20Authority.pdf 

 

 

 

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fgovernor%2Fmills%2Fsites%2Fmaine.gov.governor.mills%2Ffiles%2Finline-files%2FAn%2520Order%2520to%2520Revise%2520Indoor%2520Gathering%2520Limits%252C%2520Strengthen%2520Face%2520Covering%2520Requirements%2520and%2520Delegate%2520Certain%2520Authority.pdf&data=04%7C01%7CEula.J.DeRocle%40maine.gov%7C733701082f134f19dcf508d884f344ef%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637405527647058248%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=AQefgLH6Gb4iZpkrwL3idFz%2Bvjp5WlxvoJBsNZ%2FRKKs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fgovernor%2Fmills%2Fsites%2Fmaine.gov.governor.mills%2Ffiles%2Finline-files%2FAn%2520Order%2520to%2520Revise%2520Indoor%2520Gathering%2520Limits%252C%2520Strengthen%2520Face%2520Covering%2520Requirements%2520and%2520Delegate%2520Certain%2520Authority.pdf&data=04%7C01%7CEula.J.DeRocle%40maine.gov%7C733701082f134f19dcf508d884f344ef%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637405527647058248%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=AQefgLH6Gb4iZpkrwL3idFz%2Bvjp5WlxvoJBsNZ%2FRKKs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fgovernor%2Fmills%2Fsites%2Fmaine.gov.governor.mills%2Ffiles%2Finline-files%2FAn%2520Order%2520to%2520Revise%2520Indoor%2520Gathering%2520Limits%252C%2520Strengthen%2520Face%2520Covering%2520Requirements%2520and%2520Delegate%2520Certain%2520Authority.pdf&data=04%7C01%7CEula.J.DeRocle%40maine.gov%7C733701082f134f19dcf508d884f344ef%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637405527647058248%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=AQefgLH6Gb4iZpkrwL3idFz%2Bvjp5WlxvoJBsNZ%2FRKKs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fgovernor%2Fmills%2Fsites%2Fmaine.gov.governor.mills%2Ffiles%2Finline-files%2FAn%2520Order%2520to%2520Revise%2520Indoor%2520Gathering%2520Limits%252C%2520Strengthen%2520Face%2520Covering%2520Requirements%2520and%2520Delegate%2520Certain%2520Authority.pdf&data=04%7C01%7CEula.J.DeRocle%40maine.gov%7C733701082f134f19dcf508d884f344ef%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637405527647058248%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=AQefgLH6Gb4iZpkrwL3idFz%2Bvjp5WlxvoJBsNZ%2FRKKs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fgovernor%2Fmills%2Fsites%2Fmaine.gov.governor.mills%2Ffiles%2Finline-files%2FAn%2520Order%2520to%2520Revise%2520Indoor%2520Gathering%2520Limits%252C%2520Strengthen%2520Face%2520Covering%2520Requirements%2520and%2520Delegate%2520Certain%2520Authority.pdf&data=04%7C01%7CEula.J.DeRocle%40maine.gov%7C733701082f134f19dcf508d884f344ef%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637405527647058248%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=AQefgLH6Gb4iZpkrwL3idFz%2Bvjp5WlxvoJBsNZ%2FRKKs%3D&reserved=0
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Responsibilities 

Directors/Region and Area Managers will: 

¶ have overall responsibility for the implementation of this plan and restricting the use to it 

to essential/emergent jobs/tasks that cannot be deferred. 

¶ know the Plan and be prepared to answer related questions. 

¶ hold subordinate employees responsible for following and abiding by this plan. 

Superintendents/Managers will: 

¶ have responsibility to identify essential tasks to be performed under this plan.   

¶ know the Plan and be prepared to answer related questions. 

¶ hold subordinate employees responsible for following and abiding by this plan. 

Transportation Operations Manager (TOM)/Other Managers will:  

¶ have primary responsibility for correct application of this plan for tasks in the field. 

¶ ensure employees are trained in the requirements of this plan. 

¶ notify the Director of Health & Safety of any changes in controls, environment or process 

that would necessitate re-evaluation of this plan. 

¶ hold subordinate employees responsible for following and abiding by this plan. 

TCSs, TCLs, Other Supervisors, and Occupational Safety Specialist will: 

¶ be responsible for implementing the Plan. 

¶ immediately contact the Regional Manager, Director of Human Resources and/or the 

Director of Maintenance & Operations regarding any employee notice of positive 

symptoms related to COVID-19. 

¶ incorporate site specific procedures related to the Plan into the Job Safety Analysis. 

¶ provide initial training related to the Plan to all employees (existing and new). 

¶ complete investigation, documentation, and first reports of illness for suspected cases of 

COVID_19 occurring in their respective areas. 

¶ hold subordinate employees responsible for following and abiding by this plan. 

Director of Occupational Health & Safety will: 

¶ have primary responsibility for establishment, implementation and maintenance of the 

Plan.  

¶ perform a periodic review and revise the Plan with employee input as necessary to ensure 

that employees are protected from associated hazards. 

Director of Human Resources will: 

¶ along with the Regional Manager and the Director of Maintenance & Operations provide 

guidance to supervisory personnel who have identified an employee with potential 

symptoms of COVID-19 

¶ will communicate with the CDC any suspected COVID-19 for advice on steps to take to 

handle the situation 

¶ will communicate the status of any suspected or confirmed COVID-19 case(s). 
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Employees will: 

¶ stay home if symptoms of COVID-19 are experienced, as recommended by the CDC. 

¶ notify their supervisor and stay home if they are sick or have a known exposure to 

COVID-19.  

¶ self-isolate away from others and notify their TCS/TCL if they develop symptoms of 

COVID-19 while at work. 

¶ take steps to protect themselves from acquiring COVID-19. Refer to CDC guidelines. 

¶ frequently wash their hands with soap and running water for at least 20 seconds. When 

soap and water are unavailable, use an appropriate alcohol-based hand rub. 

¶ avoid touching their eyes, nose, or mouth with unwashed hands. 

¶ follow appropriate respiratory etiquette, which includes covering coughs and 

sneezes. 

¶ do not share utensils, cups, water bottles or food. 

¶ clean up after themselves. 

¶ avoid exposure (close contact) with people that are sick and practice social distancing. 

 

Determining Exposure Potential: 

The virus is thought to spread mainly between people who are in close contact with one another 

(approximately 6-feet) through respiratory droplets produced when an infected person speaks, 

coughs, or sneezes. It has also been reported that infection with COVID-19 can occur by 

touching a contaminated surface or object then touching oneôs mouth, nose, or eyes.   

 

Common tasks that present the potential for an occupational exposure without regard of the use 

of personal protective equipment include, but are not limited to the following: 

Ι  sharing of tools and equipment among employees (i.e., hand tools, vehicles and/or    

machinery). 

Ι handling waste for disposal. 

Ι cleaning/disinfecting tasks  

Ι performing tasks near and with other persons (within 6-feet) 

 The following is not intended to be an all-inclusive list. 

o Installing joint seals  

o UBIT Bridge Inspection (fracture critical) 

o Finishing concrete  

o Mixing patch material 

o Carpentry tasks (i.e., form work, etc.)   

o Furniture Building  

o Team lifting heavy objects   

o Changing cutting edges on plows and wings/buckets/moldboards 

o Hooking/unhooking plows and wings to head gear 
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o Chipper feeding and safety bar tending 

o Changing drill bits 

o Adding drill casing 

o Hoisting drill casings 

o Stencil crew operations 

o Heavy vehicle service requiring two mechanics (i.e., Replacing springs) 

o Taking samples 

o Providing first responder activities including first aid and CPR. 

o Plumbing & HVAC work 

o Other 

 

Engineering Controls ï  

Ι Barriers ï Erect barriers between employees and others whenever possible. 

Ι Ventilation ï Increase ventilation as possible. 

 

Administrative Controls ï  

 

¶ Self-Screen for Symptoms of COVID-19:  

Prior to reporting to work employees will self-screen for COVID-19 symptoms.  Understanding 

that the Centers for Disease Control (CDC) is continually learning and sharing more about 

COVID-19 symptoms, the following is a link to the CDC website regarding the current 

associated symptoms:  

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html 

 

Ι Stay home! 

o Employees who are feeling ill or experiencing symptoms of COVID-19 should 

stay home!  Employees should contact their supervisor and are encouraged to seek 

medical evaluation.   

o Employees who become ill or begin to experience signs and symptoms at work 

should be isolated from others and the Regional Manager, Director of Human 

Resources and/or the Director of Maintenance & Operations should be called for 

guidance.  

Á Employees who are sent home will be encouraged to seek medical 

evaluation. 

¶ Calling the medical provider first, before showing up is 

recommended.   

¶ Return to work will follow CDC guidelines and will be managed 

by The Director of Human Resources.   

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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¶ Hand Washing 

All employees are strongly encouraged to wash their hands often with soap and water for at least 

20 seconds.  When soap and water are unavailable, alcohol-based hand sanitizer should be used.  

 

¶ Other:  

o Hold meetings via teleconference whenever possible, in person meetings should be held 

outdoors when possible, participants shall maintain 6ô apart and wear an appropriate face 

covering.  See ñMaineDOT COVID-19 Office Building Use Protocols and Best 

Practicesò for in person conference room meeting guidance. 

o Clean and sanitize common tools and equipment. Including wiping down controls, seats, 

handles and other common surfaces in vehicles and heavy equipment.   

o Limit visitors to the worksite to only those necessary persons. Make all visitors aware of 

this plan and prescreen each individual daily.  

o Avoid handshaking and other physical social greetings. 

o Avoid touching your eyes, nose, or mouth with unwashed hands. 

o Follow respiratory etiquette, including covering coughs and sneezes. 

o Do not use coolers to provide water.  Employees should bring their own water in 

individual containers. 

o Do not share utensils, cups, water bottles, food, cell phones, etc. 

o Each employee will clean up after themselves including the proper disposal of drink 

containers, food wrappings, disposable PPE, and etc. Maintaining good hygiene and work 

site housekeeping is required. 

o Breaks, including lunch, are strongly encouraged to be taken alone.  Individuals are 

encouraged to use their personal vehicles to take breaks.  In situations where personal 

vehicles wonôt be used, increased distancing/barricading shall be used.  Use of equipment 

bays to increase distancing between people and erecting physical barriers in breakrooms 

to provide individual space to break may be required. 

o Bring your lunch and snacks to reduce daily contact at stores. 

o Avoid exposure (close contact) with people that are sick and practice social distancing 

outside of work 

o Limit employees from traveling to and entering DOT facilities other than the facility they 

are assigned to 

o Vehicle, equipment, mail, parts & supply pick-ups & drop-offs to be conducted outside 

when possible, otherwise, each facility must have a designated area or drop box that 

allows for social distancing 

 

Personal Protective Equipment (PPE) -  

When employees are working with other employees the following PPE will be worn at 

minimum: 
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Ι Any specifically required PPE (i.e., hardhat, safety glasses, ANSI Class 3 high visibility 

vest, and safety toe footwear). 

Ι Any specific task related PPE  

Ι Face mask or face covering that covers the nose and mouth (employees, with respiratory 

clearance and previous fit test, may choose to wear an appropriate respirator) 

Ι Gloves  

 

PPE must not be shared unless appropriately decontaminated between users.  See manufacturer 

recommendations for cleaning and sanitizing.   

 

Responding to a Confirmed/Suspected Case of COVID-19 

 

If a confirmed case of COVID-19 is communicated to the Department, refer to Appendix K of 

the MaineDOT Continuity of Operations Plan located at the following electronic file location: 
 
R:\Region0\M&O\Public\$Common-MO\Continuity_of_Operations\COVID_19\Plan\   

 

Bureau of Labor Standards (BLS)/Incident Reporting  
 

II.  COVID-19 can be a BLS reportable illness if an employee is infected as a result of an 

event or exposure in the work environment. The Director of Human Resources shall be 

consulted regarding BLS reportability. 

III.  Supervisors should document the incident on a First Report.   

IIII.  Identification of needed corrective actions: What measures will be put into place 

to prevent further spreading of the virus.  

a. clean and sanitize the work area(s) and/or tools (hand and power) 

b. reinforce the CDC guidelines for prevention  

 

Cleaning and Disinfecting Tools/Equipment/Surfaces  
 

Ι Wash hands or use a hand sanitizer before and after use to help prevent contamination.  

Cleaning of visibly soiled hands with soap and water is recommended before use of hand 

sanitizers. 

Ι Wear PPE (gloves appropriate for the task) when handling tools  

Ι Clean tools with mild soap and a clean damp cloth, as needed to remove visible dirt prior 

to disinfecting.  

Ι Disinfect commonly touched surfaces before the start of and at the end of the workday, 

and between operators/users.    

 

 



             Maine Department of Transportation  
 
 

1/7/2021 9:18 AM  Page 26 of 365 

 
 
 

CLEANING & Disinfecting OPTIONS:  

 

1. Bleach and water solution: 

a. Mix 5 tablespoons (1/3rd cup) bleach per gallon of water; or  

b. Mix 4 teaspoons bleach per quart of water 

c. Never mix bleach with other cleaners/chemicals (i.e., ammonia). 

2. Sanitizing wipes, as available. 
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Appendix A 
Bureau and Office Specific Plans 

 

Bridge Maintenance 
Continuity of Operations Plan 

 

Operations During Quarantine Period  

¶ ñMostò in the following bullets means entire staff with the exception of Lisa Hughes 

¶ Most Bridge Maintenance personnel are equipped with laptops with ability to access the 

State of Maine firewall and work from home 

¶ Most Bridge Maintenance staff are trained bridge inspectors and can pair up to inspect 

bridges and/or ancillary structures 

¶ All bridge Maintenance staff have cell phones and are accessible  

¶ Lisa can accompany bridge inspections 

o This would good experience furthering bridge knowledge 
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Creative Services  
Continuity of Operations Plan 

3/17/2020 

 

Essential functions during teleworking 

 

Photography, videography, equipment, Zoom meetings: 

Mike Cole ς 207-592-4539 ς michael.cole@maine.gov (has remote network access) 

Adam Grotton ς adam.grotton@maine.gov 

 

Graphic design: 

Melissa Zelenkewich ς melissa.zelenkewich@maine.gov 

 

Website: 

Eric Buckhalter ς eric.buckhalter@maine.gov (has remote network access)  

Paul Merrill and Nina Fisher also have website update login credentials. 

 

Press inquiries and any other Creative Services needs: 

Paul Merrill ς 207-215-9297 ς paul.merrill@maine.gov (has remote network access) 

 

The library and Repro will remain open and staffed as long as state government remains open. 

 

**Any one of our staffers can get to the office within one hour of being called in.** 

 

 

  

mailto:michael.cole@maine.gov
mailto:adam.grotton@maine.gov
mailto:melissa.zelenkewich@maine.gov
mailto:eric.buckhalter@maine.gov
mailto:paul.merrill@maine.gov
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Environmental Office 
Continuity of Operations Plan 

3/18/2020 

 

Essential functions during teleworking 

All Environmental Office staff have zoom and skype for business capabilities.  They can also be 

reached via cell phone and email. 

 

Any Needs/Issues Can Be Directed To: 

David Gardner-207-592-2471 ï david.gardner@maine.gov (in office) 

 

NEPA, Coordination and Permits Division: 

Kristen Chamberlain ï 207-557-5089 - kristen.chamberlain@maine.gov (teleworking) 

 

Except for construction inspection, all the work described below can be completed remotely 

using Skype for Business, Zoom, Call-in numbers and email.  

Julie Senk, the Historic & Cultural Coordinator, performs duties and functions that are unique. In 

the event of a prolonged absence, we have the ability to use consultants for technical tasks and 

the Manager (Kristen Chamberlain) and ENV Office Director (David Gardner) can keep things 

moving.   

Otherwise, individuals each have their own duties and programs but are able to cover each other 

in the event of staff illness/absence. Should the state and federal agencies we rely on close or 

have limited capacity, it will affect production schedules.  

1. Permit application preparation and submittal. State and federal permit agencies continue 

to operate. It will be important to continue coordination and submittals to keep projects on 

schedule.  

2.  Environmental Contract Packages for PSE/ADV 

3. Coordination with BPD & M&O Teams (design input, coach point and team meetings, 

PDR and plan review and distribution). 

4. Coordination with ENV biologists, hydrogeologists, engineers to complete project 

assessments and consultations on schedule. 

5. Completion of Categorical Exclusions (NEPA). 

mailto:david.gardner@maine.gov
mailto:207-557-5089%20-kristen.chamberlain@maine.gov
mailto:-%20kristen.chamberlain@maine.gov
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6. ENV Regional Coordinators provide construction support for Region BPD staff and 

M&O.  This work is essential to ensuring that MaineDOT completes projects in accordance with 

permits and environmental consultations. 

7. Respond to requests from ENV Construction staff for support and permit modifications 

as needed. 

8. Work plan candidate screening 

9. Prepare information on status of Environmental Reviews and processes for Federal Grant 

applications (Waterville Ticonic, Group of six bridges) 

10.  In addition to regular projects, these major projects currently require special CAP 

attention and coordination as stated above: 

 Tiger Grants: Milo, T3, Mattawamkeag (106, 4f, Section 7, NEPA and permitting) 

 BUILD: Intersections/Signal (106/NEPA) 

 Waterville Downtown (City owes Julie information to complete 106, but have 

eliminated elements that were going to be an adverse effect making schedule 

more achievable assuming we get final plan details and everything keeps moving 

as planned). 

 INFRA: Madawaska  (coordination with NBDTI on ENV process, US Permit 

applications, dredge disposal coordination) 

 Frank J. Wood-Coordination with Brookfield  

11. Non-production items: BPD Training, NEPA Training, Purpose & Need development 

conversation, support activities for Maine Climate Council Transportation Working Group, 

support activities for Pilot Project Solar in the Highway ROW. 

 

Natural Resources Division 

Eric Ham ï 207-215-7356 -  eric.ham@maine.gov (teleworking) 

 

The Natural Resources Division conducts project development field work to collect 

environmental data.  Data consists of wetlands, vernal pools (current season and time sensitive), 

streams, bank full width, and endangered species and wildlife assessments. Data needs to be 

processed and entered into ProjEx and MicroStation. 

 

The Division will continue to conduct field work to maintain production schedules and can 

process data via teleworking. 

 

mailto:207-215-7356
mailto:eric.ham@maine.gov
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Groundwater and Hazardous Waste Division (GHWD) 

Dwight Doughty ï 207-592-2471 ï dwight.doughty@maine.gov (teleworking) 

 

GHWD collects pre construction well samples, investigates and processes well claims, oversees 

installation of wells, and does assessments for hazardous waste. Periodically GHWD responds to 

unforeseen issues that often require a timely response.  Issues such as spills, unanticipated 

contamination on construction projects or potable water concerns typically require prompt 

attention.   

Most work is field work or can be done remotely. 

 

Preconstruction well sampling is suspended until further notice.   

 

Hydrology Division  

Charlie Hebson ï 207-557-1052 ï charles.hebson@maine.gov (teleworking) 

 

Processing of requests from Project Development and Maintenance for hydrology, working on 

fish passage design, and stormwater assessments continue in order to meet production schedules.  

This process can be done remotely. 

 

Ryan and Val are in the field on construction sites for environmental requirement support.  They 

will continue to be in the field.  

 

Contracts/Agreements/Invoicing 

Katy Stebbins ï 207-592-4631 - kathryn.stebbins@maine.gov (teleworking) 

David Gardner ï 207-592-2471 ï david.gardner@maine.gov (in office) 

 

The Environmental Office processes invoices with Katy and Melanie Littlefield-Hickey.  Katy 

can conduct her process remotely and David will be in the office to handle any in-house 

requirements. 

 

Climate Working Groups 

Taylor LaBrecque ï 207-441-7696 ï taylor.s.labrecque@maine.gov(teleworking) 

David Gardner-207-592-2471 ï david.gardner@maine.gov (in office) 

Kristen Chamberlain ï 207-557-5089 - kristen.chamberlain@maine.gov (teleworking) 

 

Env staff will continue to assist working groups in order to meet Climate Council deadlines.  

Much of this can be done remotely via skype, zoom, and other virtual formats. 
  

mailto:dwight.doughty@maine.gov
mailto:charles.hebson@maine.gov
mailto:kathryn.stebbins@maine.gov
mailto:david.gardner@maine.gov
mailto:taylor.s.labrecque@maine.gov
mailto:david.gardner@maine.gov
mailto:207-557-5089%20-kristen.chamberlain@maine.gov
mailto:-%20kristen.chamberlain@maine.gov
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Ferry Service 
Continuity of Operations Plan 

General Policy  
ω Ensure small hand sanitizers are available to employees as requested.  
ω {ǳǇǇƭȅ ǎmall hand sanitizer, large hand sanitizers and spray bottles, and other disinfectant 
cleaners to each terminal and vessel.  
ω 9ƴǎǳǊŜ ƭŀǊƎŜ ǎŀƴƛǘƛȊŜǊΩǎ ŎƻƴǘŀƛƴŜǊ ŀǊŜ ǇƭŀŎŜŘ ƛƴ ǇǳōƭƛŎ ǎǇŀŎŜǎ ŀƴŘ ōǊŜŀƪ ǊƻƻƳǎ  
ω Vessel crews are instructed to clean vessels before each scheduled departure; this includes wiping 
down tables and seats, scrubbing bathroom sinks and faucets, and generally cleaning all surfaces 
with a disinfectant cleaner.  
ω ¢ƘŜ ŎǊŜǿ ǎƘƻǳƭŘ ŎƭŜŀƴ ŎƻƳƳƻƴ ŜǉǳƛǇƳŜƴǘ ŀƴŘ ǘƻƻƭǎ ŀŦǘŜǊ ŜŀŎƘ ǳǎŜΦ  
ω ¢ŜǊƳƛƴŀƭs: Ticket Counters, bathrooms, breakrooms, and other common areas daily in the 
terminals.  
ω [ƛƳƛǘ ǘƘŜ ǎƘŀǊƛƴƎ ƻŦ ǇŜǊǎƻƴŀƭ ƛǘŜƳǎΦ  
ω wŜǾƛŜǿ ǘƘŜ ǎȅƳǇǘƻƳǎ ƻŦ /h±L5-19, and the MSFS Continuity Plans with all MSFS employees.  
ω ¦ǇŘŀǘŜ ŜƳǇƭƻȅŜŜ ŎƻƴǘŀŎǘ ƭƛǎǘǎ ŀƴd ensure this information is readily available to supervisors.  
ω 9ƴǎǳǊŜ ŜƳǇƭƻȅŜŜǎ ƘŀǾŜ ŀ ŎƻƴǘŀŎǘ ǇŜǊǎƻƴ ǘƻ ǇƛŎƪ ǘƘŜƳ ǳǇ ƛŦ ƴŜŜŘŜŘΦ  
 
After Exposure  
ω  bƻǘƛŦȅ ȅƻǳǊ ǎǳǇŜǊǾƛǎƻǊ ǿƘŜƴ ŎŀƭƭƛƴƎ ƛƴ ǎƛŎƪ ƛŦ ȅƻǳ ƘŀǾŜ Ŧƭǳ-like symptoms or if a family member 
has the flu. The supervisor contacts the MSFS Managers Office in Rockland and activates the 
Continuity Plan.  
ω ¢ƘƻǊƻǳƎƘƭȅ ŎƭŜŀƴ ǘƘŜ ǎƛŎƪ ŜƳǇƭƻȅŜŜΩǎ ǿƻǊƪ ƭƻŎŀǘƛƻƴΣ ŎƻƳƳƻƴ ŀǊŜŀǎΣ ŀƴŘ ŎǊŜǿ ǉǳŀǊǘŜǊǎ ōŜŘǊƻƻƳΦ  
ω /ƻƴǘƛƴǳŜ ǘƘƻǊƻǳƎƘƭȅ ŎƭŜŀƴƛƴƎ ŎƻƳƳƻƴ ŀǊŜŀǎ ǳƴǘƛƭ ǘƘŜ ŜȄǇosure limit has passed.  
 
Passengers  
ω ¢ƘƻǎŜ ǿƘƻ ŘǊƛǾŜ ƻƴ ǘƘŜ ŦŜǊǊȅ Ƴŀȅ ǿŀƴǘ ǘƻ ǎǘŀȅ ƛƴ ǘƘŜƛǊ ǾŜƘƛŎƭŜǎ ŦƻǊ ǘƘŜ ŎǊƻǎǎƛƴƎΣ ǿƘƛƭŜ ǘƘƻǎŜ ƛƴ ǘƘŜ 
passenger cabin should try to maintain a personal distance of six feet to avoid catching a respiratory 
illness.  
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03/10/2020  
Terminal Staff  
ω ¢ƘŜ a{C{ ǿill utilize intermittent, seasonal, and contractors to maintain service and work with 
the USCG on reduced manning levels of line attendants.  
ω ¦ǘƛƭƛȊŜ ǘƘŜ ǎƘƻǊŜǎƛŘŜ ǘŜǊƳƛƴŀƭ ǿƛǘƘ ǘƘŜ ǘŜƳǇƻǊŀǊȅ ŎƭƻǎǳǊŜ ƻŦ ƛǎƭŀƴŘ ǘŜǊƳƛƴŀƭǎ ƛŦ ǘƘŜ a{C{ Ŏŀƴƴƻǘ 
meet manning levels.  
 
Crews  
ω bƻǘƛŦȅ ǘƘŜ a{C{ aŀƴŀƎŜǊ ƻŦ ŀ ǇƻǎǎƛōƭŜ ŎǊŜǿ ŜȄǇƻǎǳǊŜΦ  
ω bƻǘƛŦȅ tƻǊǘ /ŀǇǘŀƛƴ ǿƘŜƴ ȅƻǳ Ŏŀƴƴƻǘ ƳŜŜǘ ȅƻǳǊ ƳƛƴƛƳǳƳ ŎǊŜǿ ǊŜǉǳƛǊŜƳŜƴǘǎ ŘǳŜ ǘƻ ŜƳǇƭƻȅŜŜǎ 
being out sick.  
ω ¢ƘŜ a{C{ aŀƴŀƎŜǊ ŀƴŘ tƻǊǘ /ŀǇǘŀƛƴ ǿƛƭƭ ǊŜŘƛǎǘǊƛōǳǘŜ ŜƳǇƭƻȅŜŜǎΦ  
ω ¢ƘŜ a{C{ ƛǎ ŜƴŎƻǳǊŀƎƛƴƎ ƛǘǎ ǎǘŀŦŦ ǘƻ ǎǘŀȅ ŀǘ ƘƻƳŜ ƛŦ ǘƘŜȅΩǊŜ ǎƛŎƪΦ /ǊŜǿ ƳŜƳōŜǊ ǎƛŎƪƴŜǎǎ ŎƻǳƭŘ ƭŜŀŘ 
to canceled sailings, and a widespread outbreak could prompt Ferries to shift to an alternative 
schedule, which would allow for combined crews and scaled back service.  
 
Continuity Steps:  
1. Cancel leave and utilize the relief crew to fill in for sick crew members.  
2. Call Intermittent position holders and use as many as possible for FTE positions.  
3. Close upper deck on the MCS and utilize the OS positions for the Thompson and Spear.  
4. Multiple Crews sick: combine service from Rockland to various locations with a reduction in 
vessels.  
5. A reduction in service to utilize one crew if reliefs cannot be found.  
6. For emergency or essential runs, work with Coast Guard to get authorization for runs with less 
than full crews.  
7. Contract Service.  
 
Technology  
ω ¢ƘŜ aŀƴŀƎŜǊΣ .ǳǎƛƴŜǎǎ aŀƴŀƎŜǊΣ ¢ŜǊƳƛƴŀƭ aŀƴŀƎŜǊǎ ƘŀǾŜ ƭŀǇǘƻǇǎ ǘƻ ǿƻǊƪ ǊŜƳƻǘŜƭȅΦ ¢ƘŜ tƻǊǘ 
Engineer, Asst. Port Engineer and Port Captain should be issued SOM laptops.  
ω Cŀǎǘ ¢ǊŀŎƪ ǘƘŜ ƻƴƭƛƴŜ ǘƛŎƪŜǘƛƴƎ ǿƛǘƘ ǘƛŎƪŜǘƭŜǎǎ ǎŎŀƴƴƛƴƎΣ wƻŎƪŜǘwŜȊ ƻǊ /ŀǊǳǎ ŎƻǳƭŘ ǇǊƻǾƛŘŜ ŀƴ ƻǳǘ 
of the box solution that large ferry services like NCDOT and Alaska marine Highway are already 
utilizing.  
 
For updates visit https://www.maine.gov/dhhs/mecdc/infectious-
disease/epi/airborne/coronavirus.shtml 
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Reduced Maine State Ferry Service Schedule 
in Response to COVID19 

Daily Departures Effective Saturday, March 28, 2020  
 

Vinalhaven 
Depart Vinalhaven  Depart Rockland  
7:00am  
10:30am  

7:00am  
10:30am  

2:45pm  2:45pm  
4:30pm  4:30pm  

North Haven  
Depart North Haven  Depart Rockland  
7:30am  
3:45pm  

9:30am  
5:15pm  

Islesboro  
Depart Islesboro  Depart Lincolnville  

7:30am*  8:00am*  *No 7:30/8am departures 
Sundays  

8:30am  9:00am  
12:30pm  1:00pm  

4:30pm  5:00pm  

Swan's Island  
Depart Swan's Island  Depart Bass Harbor  
6:45am  7:30am  
8:15am  9:00am**  **Departs at 11am Weds 

& Thurs  
3:45pm  4:30pm  

Frenchboro  
Depart Bass Harbor  Depart Frenchboro  
9:00am***  10:00am***  ***Wednesday and 

Thursday Only  

Matinicus - no schedule change  
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Finance & Administration 
Continuity of Operations Plan 

 
Short term (week or two) 
Karen currently has access and Gregg could get access 
Federal Billing ς Josh and Kim could be set up to work remotely to process weekly billing and 
authorizations for advertising 
Financial Processing- Doreen and Kathy could be set up to work remotely to make urgent payments 
Audit ς 3 employees currently have access to continue working 
CPO- Debbi, Steve, Gale and Tina could be set up to work remotely to keep contracts flowing 
Phone Support ς Heidi and Lori could be set up to work remotely for tech support 
Support Services ς all work is in house so remote is not an option for these 3 employees 
 
 
Long term (over 2 weeks)  
All of the above plus 
Federal Billing ς Tammy, Brenda and Darlyne could be set up to work remotely to process weekly billing, 
authorizations for advertising, and project closeouts 
Financial Processing ς The five remaining staff, plus Karen and Sue for Ferry Service could be set up to 
work remotely if necessary 
CPO- The 7 remaining staff could be set up to work remotely if necessary 
Mike, Missy and Michelle could also be set up to work remotely if necessary 
 
Things to think about  

¶ How would mail get to people long term?   

¶ Much of Ferry Service cash receipts and bills are still handled in paper form.  How would those 
get to where they need? 
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Fleet Services 
COVID-19 MaineDOT Regional Continuity of Operations Plan 

COVID-19 MaineDOT Continuity of Operations Plan 

MaineDOT Fleet Services:  General Garage & Office Policy (Updated 10/13/2020) 

Employees are to read and follow guidance presented in this continuity of operations plan in 

conjunction with the latest information & guidance available on COVID-19, which can be found in the 

links below; Supervisors are to print & post for crews: 

¶ https://www.maine.gov/covid19/   

¶ https://www.maine.gov/dafs/covid-19  

¶ https://www.maine.gov/dhhs/mecdc/infectious-disease/epi/airborne/coronavirus.shtml 

¶ https://www.maine.gov/dafs/sites/maine.gov.dafs/files/inline-

files/State%20of%20Maine%20Employee%20Guide%20-%20COVID19%20%281%29_0.pdf  

¶ https://www.cdc.gov/coronavirus/2019-ncov/index.html 

Sanitization and PPE 

¶ Identified Sanitization/Disinfectant Supplies & PPE Needed 

o Hand Sanitizer (70% alcohol content or higher) 

o Surface Disinfectant Wipes (70% alcohol content or higher) 

o Surface Disinfectant Spray (70% alcohol content or higher) 

o Disposable Gloves 

o Cloth Face Masks (N95 to be reserved for medical professionals & first 

responders) 

o Plexi-glass barriers (if available), when necessary to ensure compliance with CDC 

ƎǳƛŘŀƴŎŜ ŦƻǊ сΩ ǎƻŎƛŀƭ ŘƛǎǘŀƴŎƛƴƎΦ  

¶ Work with Inventory Management Provider, Mancon, to ensure ample cleaning supplies 

are on-hand and distributed by priority, then evenly, until all orders are filled. 

o Identify Substitutes for hard to obtain supplies 

Á Get all substitutes approved by Health & Safety Director &/or OSS 

¶ Provide employees with disinfectant cleaning supplies, to routinely clean frequently 

touched surfaces in the workplace, and implement signage, in their work spaces and 

common areas, reminding employees to sanitize surfaces before and after each use.  

¶ Work with contracted cleaning provider to ensure frequency and strategy of disinfectant 

cleaning is adequate. (i.e. wiping down daily:  door handles, railings, table tops, etc.) 

o Example:  Fleet HQ - Service Master Contract Increased to cleaning all high 

touch surfaces:  

https://www.maine.gov/covid19/
https://www.maine.gov/dafs/covid-19
https://www.maine.gov/dhhs/mecdc/infectious-disease/epi/airborne/coronavirus.shtml
https://www.maine.gov/dafs/sites/maine.gov.dafs/files/inline-files/State%20of%20Maine%20Employee%20Guide%20-%20COVID19%20%281%29_0.pdf
https://www.maine.gov/dafs/sites/maine.gov.dafs/files/inline-files/State%20of%20Maine%20Employee%20Guide%20-%20COVID19%20%281%29_0.pdf
https://www.cdc.gov/coronavirus/2019-ncov/index.html
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Á 

smc-high-touch-gene

ral-clean-final.pdf
 

¶ Remind employees to refrain from sharing any personal items such as; pencils, pens, 

keyboard, mice, phones, handheld radios, food, PPE, etc. 

¶ Work with yard crew or garage designee(s) to ensure frequency and strategy of 

disinfectant cleaning is appropriate in industrial space not covered by cleaning contract. 

¶ Provide Fleet Crew/Shop Employees with Disposable Gloves & Disinfectant Wipes and 

encourage them to Disinfect (Before & After Touching) Frequently Touched Surfaces in 

Shops and Vehicles/Equipment:  Steering Wheels, Door Handles, Keys, Controls, 

Handheld Radios, etc. 

¶ Provide alcohol-based hand sanitizer at main entrances, in all common areas, and 

personal size for individual use.  

¶ Use signage to promote hand washing; encourage employees to wash hands frequently 

with soap and water for at least 20 seconds, especially after using the bathroom, before, 

during, & after preparing food, before eating, after blowing your nose, coughing, 

sneezing, or touching your face, before and after caring for someone at home who is 

sick. Always wash hands with soap and water if hands are visibly dirty or greasy, as 

opposed to using hand sanitizer, which may not be as effective. 

¶ Remind employees to avoid touching eyes, nose, mouth, and face. Cover cough or 

sneeze with tissue, then throw tissue in the trash. 

¶ Fuel Control:  implement the use of disposable gloves and sanitizer at DOT fueling 

stations.  Prioritize locations with higher usage from outside entities.  

Symptoms 

¶ Reported illnesses have ranged from mild symptoms to severe illness and death for 

confirmed COVID-19 cases. Symptoms include: Fever, cough, difficulty breathing, and 

sore throat (in some patients). Symptoms may appear 2-14 days after exposure. 

o Encourage employees to have a reliable contact person in the event they need 

to be transported home. 

o Current list of symptoms can be found at the link below: 

o www.maine.gov/dhhs/mecdc/infectious-disease/epi/airborne/coronavirus/index.shtml 

Social Distancing Strategies 

¶ Remind employees to adhere to CDC guidance to prevent the spread of COVID-19 

o https://www.cdc.gov/coronavirus/2019-ncov/about/steps-when-sick.html  

¶ Encourage & Remind employees to avoid large group gatherings and maintain 

approximately six feet from others when possible. 

¶ Encourage employees to refrain from shaking hands 

https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.maine.gov%2Fdhhs%2Fmecdc%2Finfectious-disease%2Fepi%2Fairborne%2Fcoronavirus%2Findex.shtml&data=02%7C01%7CDanielle.Brooks%40maine.gov%7C235604a7c3124532ddf708d86ae9cf05%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637376899710958250&sdata=SXPb44l9vvlqKTpjO7BXwseD99P8UZLQFm9141AsNIA%3D&reserved=0
https://www.cdc.gov/coronavirus/2019-ncov/about/steps-when-sick.html
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¶ Encourage employees to limit on-site meetings, support teleworking options 

o State Government meetings with 10* or more people must be modified to one 

of the following options:  emailed, tele-conferenced, postponed, or cancelled 

(this should be extended to small meetings of less than 10 people when one or 

more of the attendees is considered high-risk ς please use your discretion) 

o *Updated guidance regarding in-person gatherings can be found at:  

Á https://www.maine.gov/covid19/  

¶ Remind employees to avoid contact with individuals who display symptoms of COVID-

19, to the extent possible.  

¶ Encourage employees to reconsider plans to use public transportation, or attend mass 

gatherings such as; concerts, sporting events, etc. 

¶ Scrutinize authorizing conference room requests coming from individuals or groups that 

ŘƻƴΩǘ ǿƻǊƪ ǿƛǘƘƛƴ ǘƘŀǘ ŦŀŎƛƭƛǘȅΦ 

¶ Coordinate with Inventory Management Provider, Mancon, to leave deliveries outside 

camps & email paperwork for signature 

o Parts Request Forms to be left at Window or Outside Mancon Gate in Drop-Box 

ό5ŜǇŜƴŘƛƴƎ ƻƴ 9ŀŎƘ {ǘƻŎƪǊƻƻƳΩǎ ǎŜǘǳǇύ 

¶ Coordinate vendor deliveries & pick ups to be conducted at door and have paperwork 

sent electronically. 

¶ {ǇŀŎŜ ōǊŜŀƪ ǊƻƻƳ ϧ ŎƻƴŦŜǊŜƴŎŜ ǊƻƻƳ ǎŜŀǘƛƴƎ ŀǘ ƭŜŀǎǘ сΩ ŀǇŀǊǘΦ 

o Provide disinfectant spray, wipes, and hand sanitizer in common areas 

o Face coverings are required in all common areas inside state government 

facilities 

o Face coverings are not required: 

¶ ²ƛǘƘƛƴ ȅƻǳǊ ƻǿƴ ǿƻǊƪǎǇŀŎŜΣ ǿƘŜƴ сΩ ŦǊƻƳ ƻǘƘŜǊǎ 

¶ hǳǘǎƛŘŜΣ ǳƴƭŜǎǎ сΩ ƻŦ ǎƻŎƛŀƭ Řƛstancing is unable to be maintained  

¶ Only 1 person may ride* in or work on a state vehicle at a time.  If necessary, for more 

than 1-person, additional precautions to include, but not limited to: 

o Poly barrier affixed with duct tape in crew cabs to separate front from back seat 

ς 1 driver in the front row and 1 passenger in the back-row maximum 

o When available, rent CFM minivan for Fleet TCL Shuttle for employees to: 

Á Transport equipment to/from dealer/garage for repairs 

Á Drug/Alcohol Testing 

o Face Coverings (covering both nose & mouth) to be worn when 2 or more 

ƳŜŎƘŀƴƛŎǎ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ ǿƻǊƪ ǿƛǘƘƛƴ сΩ ƻŦ ŜŀŎƘ ƻǘƘŜǊΦ 

* As of 7/1/2020, Driver Trainers (and mentors) may ride in a vehicle with a driver when in compliance 

with the attached protocols: 

https://www.maine.gov/covid19/
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¶ 

MaineDOT Driver 

Education Protocols 6-15-2020.docx
       

¶ 

Driver Education 

Screening Checklist.docx
 

*As of 9/2/2020, Two persons per vehicle.  Revised Executive Order and COVID-19 Prevention Checklist 
for Transportation have been published which will allow 2-persons per vehicle for work related activities 
under certain conditions.  In accordance with the published guidance, the MaineDOT policy below was 
developed, which is effective immediately.   
 

¶ 

MaineDOT Work 

Related Vehicle Usage under COVID-19  9-2-20.docx
 

After Exposure 

 Plan for Handling Sick Employees 

¶ Employees must review the self-monitoring daily checklist before reporting to work 

Perform self-health check prior to leaving for work. Stay home if you have had any of the following symptoms in 
the past 48 hours, which are not explained by a known, noncontagious condition: 

ω ŎƻǳƎƘ 
ω ŦŜǾŜǊ ƻǊ ŎƘƛƭƭǎ 
ω ǎƘƻǊǘƴŜǎǎ ƻŦ ōǊŜŀǘƘ 
ω ŘƛŦŦƛŎǳƭǘȅ ōǊŜŀǘƘƛƴƎ 
ω ŦŀǘƛƎǳŜ 
ω ƘŜŀŘŀŎƘŜ 
ω ƳǳǎŎƭŜ ƻǊ ōƻŘȅ ŀŎƘŜǎ 
ω ƴŜǿ ƭƻǎǎ ƻŦ ǘŀǎǘŜ ƻǊ ǎƳŜƭƭ 
ω ǎƻǊŜ ǘƘǊƻŀǘ 
ω ŘƛŀǊǊƘŜŀ 
ω ƴŀǳǎŜŀ ƻǊ ǾƻƳƛǘƛƴƎ 
ω ŎƻƴƎŜǎǘƛƻƴ ƻǊ Ǌǳƴƴȅ ƴƻǎŜ 
Notify your supervisor if you are not reporting to the workplace and/or unable to work; notify Human Resources 
if you believe you are symptomatic, have been exposed to, are being tested, or have a diagnosis of COVID-19; and 
notify your health care provider ŦƻǊ ŦǳǊǘƘŜǊ ƛƴǎǘǊǳŎǘƛƻƴǎΦ bƻǘ ǎǳǊŜΚ ¦ǎŜ ǘƘŜ /5/Ωǎ ǎŜƭŦ-checker tool to make 
decisions about seeking medical care, available here:  

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/coronavirus-self-checker.html  

SUPERVISORS ς refer symptomatic employees to Human Resources; and reach out to HR with questions. 

 

¶ Sick/Symptomatic Employees report to supervisor and stay home.  Employees that 

report to work with a fever will be sent home. 

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/coronavirus-self-checker.html
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¶ Sick employees must be fever and symptom free for at least 24 hours, without the use 

of fever-reducing or other symptom altering medications, before returning to work. 

¶ Employee diagnosed with COVID-19 or direct contact with presumptive or confirmed 

positive COVID-19 case, please stay home, notify your supervisor.  Your PCP, MaineDOT 

Human Resources & The Maine CDC can provide you with the latest guidelines. 

o Be mindful: HIPAA Privacy Rule 

Á https://www.cdc.gov/phlp/publications/topic/hipaa.html  

 

Plan for Handling Facility if Employee(s) Test(s) Positive for COVID-19 

¶ Contact Human Resources for the latest guidance from the Maine CDC. 

Maine CDC may recommend closing a specific office area (not necessarily a whole office or building) 
for cleaning, if an individual in that office area tests positive for COVID-19.  

o During the closure, the area should be thoroughly cleaned according to US CDC guidance.  
 
Employees who work in the same office area and are identified as close contacts of the affected 
individual should self-quarantine at home and observe for symptoms for 14 days.  

o Close contacts are identified through an epidemiologic investigation and will be notified 

that they need to go into quarantine.  
o Those who develop symptoms during that 14-day period may contact their health care 

provider for medical advice.  
 
After the closure, employees may return to work if they have no symptoms  

NOTE: other offices/programs/divisions within the same office building need not close. 

¶ You can call Maine CDC for more information at 1-800-821-5821 

¶ Utilize Contracted COVID-19 Cleaning Service Provider (Servpro or other qualified, 

contracted vendor) to Sanitize the Work Area and/or whole facility, depending on 

determination of contamination area. 

Staffing 

 Critical Employees able to perform duties through Tele-Work  

¶ Fleet Management: TCS & Above 

¶ !ŘƳƛƴƛǎǘǊŀǘƛǾŜ {ǘŀŦŦ LŘŜƴǘƛŦƛŜŘ ƛƴ ά9ǎǎŜƴǘƛŀƭ {ƘƻǊǘ-term & Long-ǘŜǊƳ 9ƳǇƭƻȅŜŜǎέ Ǉƭŀƴ 

 Tele-Work 

¶ Assess tele-work readiness amongst essential/critical staff. 

o High-Speed Internet Access 

o Desktop or Laptop with security to log-in from home 

o Web-cams for computers without built in camera/microphone 

https://www.cdc.gov/phlp/publications/topic/hipaa.html
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¶ Consider the use of flexible worksites or field work resulting in little to no contact with 

others. 

o Explore best available resources if needing to re-direct Vehicle & Equipment 

Maintenance & Repairs to outside vendors or other MDOT Fleet Garages in the 

event a shop is short staffed or quarantined. 

¶ Consider flexible work schedules for employees experiencing COVID related school and 

childcare closures or schedule changes. 

¶ Consider flexible work sites for employees experiencing electricity and or internet 

connection issues. 

¶ Conduct necessary meetings by phone or video conferencing. 

 

Appendix A 

MANCON Supply Chain Management Contingency Plan 

For Coronavirus - MaineDOT locations 

 

MANCON will continue to provide services, to the fullest extent possible, subject to the many 

unknowns: 

¶ Condition of MANCON employees 

¶ Condition of internet communications 

¶ Access to government facilities 

¶ Travel restrictions 

¶ Access to vendors, vendor readiness 

¶ Condition of USPS, UPS, Fed Ex, freight line delivery services 

a!b/hb ǿƛƭƭ ƳƛǊǊƻǊ ǘƘŜ ǎǘŀǘŜΩǎ ƻǇŜǊŀǘƛƻƴǎ ŀǎ ƳǳŎƘ ŀǎ ǇƻǎǎƛōƭŜΦ  CƻǊ ƛƴǎǘŀƴŎŜΣ ƛŦ ǘƘŜ ǎǘŀǘŜ ƛǎ 

closing down Augusta and operations are shifting to another site, MANCON will shift support 

accordingly. 

Many of the contingencies below are outside of normal procedures, however MANCON is open 

to alternate processes in these extreme circumstances 

Contingency 1:  All facilities closed, no emergency declaration 

MANCON assumes that this means there are no operations statewide and parts requests will 

not be filled until facilities are reopened. 
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However, if MaineDOT emergency personnel have access to the site, MANCON is available to 

fill orders from stock or place vendor orders remotely to meet emergency requirements.  The 

majority of MaineDOT MANCON employees can work from home to support operations.  Parts 

requests may be scanned and emailed.  Items in stock may be picked by designated MaineDOT 

supervisors or managers.  Items available locally can be delivered by vendors (if available) or 

picked up by designated MaineDOT supervisors or managers from the vendor in order to meet 

the emergency need.  Items not locally available can be ordered and delivered via UPS or 

freight company (if available / if allowed).  

If MANCON personnel are needed on site to meet emergency requirements, MANCON can 

support it. 

Contingency 2:  All facilities closed, emergency declaration, restricted travel 

MANCON assumes that this means there are no operations statewide and parts requests will 

not be filled until facilities are reopened. 

Similar to Contingency 1, MANCON is available to fill orders from stock or place vendor orders 

remotely to meet emergency requirements.  a!b/hb Ŏŀƴ ƎǊŀƴǘ ǎŜƭŜŎǘ aŀƛƴŜ5h¢ ŜƳǇƭƻȅŜŜǎΩ 

permission to pick items from MANCON stock or pick-up/receive vendor orders to fill 

emergency requirements. 

If MANCON employees are needed to access the site or make deliveries, MANCON services 

would need to be ŘŜǎƛƎƴŀǘŜŘ άŜǎǎŜƴǘƛŀƭέ ŀƴŘ ōŜ ŀƭƭƻǿŜŘ ǘƻ ǘǊŀǾŜƭΦ 

Contingency 3:  A single site is closed, but employees, inventory, and vehicles are available 

MANCON personnel may work from another site.  Parts requests may be scanned and emailed.  

MANCON will pick or source and delivered to the ordering camp. 

If Scarborough is closed, web orders will be picked from other sites or obtained through 

vendors and delivered. 

If multiple sites are closed, MANCON managers and MANCON Corporate Office will direct 

support remotely.  Employees may work from an open site.  Employees with internet and 

computers may work from home.  Parts requests may be scanned and emailed.  MANCON will 

pick or source requested items and deliver to the ordering camp.  MANCON can grant select 

MaineDOT eƳǇƭƻȅŜŜǎΩ ǇŜǊƳƛǎǎƛƻƴ ǘƻ ǇƛŎƪ ƛǘŜƳǎ ŦǊƻƳ a!b/hb ǎǘƻŎƪ ƻǊ ǇƛŎƪ-up/receive vendor 

orders to fill emergency requirements. 

If USPS, UPS, FedEx, and freight line delivery services are available, parts could be delivered 

through these services. 



             Maine Department of Transportation  
 
 

1/7/2021 9:18 AM  Page 44 of 365 

 
 
 

Contingencies 4 and 5:  A single site is closed, but some employees are not available to provide 

support. 

These contingency responses are similar to those of Contingency 3.  If employees are affected 

ōȅ ǘƘŜ ǾƛǊǳǎΣ a!b/hb ƳŀƴŀƎŜǊǎ ǿƛƭƭ ǎƘƛŦǘ ŜƳǇƭƻȅŜŜǎ ǘƻ ōŜǎǘ ƳŜŜǘ ǘƘŜ ǎǘŀǘŜΩs needs, subject to 

current conditions. 

MANCON is willing to put special procedures in place to limit physical contact between 

ǊŜǉǳŜǎǘŜǊǎ ŀƴŘ a!b/hb ǇŜǊǎƻƴƴŜƭΧ ŀ ōƛƴ ǘƘŀǘ ǇŀǊǘǎ ǊŜǉǳŜǎǘǎ ŀǊŜ ǇƭŀŎŜŘ ƛƴ ŀƴŘ ŀ ǎƘŜƭŦ ǘƘŀǘ 

available orders can be picked up.  This will minimize person to person contact. 

MANCON has a deep inventory of commonly used items, generally with a 2 month supply 

minimum and 4-month supply maximum.  Additionally, MANCON has $30 million dollars in 

inventory nationwide which can be vectored to Maine to meet any inventory shortages, subject 

to current conditions. 

Housekeeping plan: 

MANCON has implemented a housekeeping plan which includes disinfecting surfaces, 

keyboards, phones, doorknobs, etc. several times a day. 

Preventative hygiene training: 

MANCON has conducted preventative hygiene training which reminds employees of the 

importance of housekeeping, frequent handwashing, to minimize close contact with others, 

and the best way to cough/sneeze in order to minimize the spread of contaminants. 

MANCON has recommended that employees who are experiencing symptoms such as 

respiratory illness, fever, and shortness of breath should self-quarantine at home and not come 

in to work.  

a!b/hb ƛǎ ǿƛƭƭƛƴƎ ǘƻ ŀŘƧǳǎǘ ǘƘŜǎŜ ǇǊƻŎŜǎǎŜǎ ǘƻ ƳŜŜǘ aŀƛƴŜ5h¢Ωǎ Ǌequirements. 
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Appendix B 

MaineDOT Facility Contractors 
 

Å Contractors to certify employeeôs health each day (form is below) 

o COVID-19 exposure and/or symptoms must be reported immediately 

to help the Department mitigate further exposure 

Å Accessing the building will be through the main entrance; 

Å Each contracted employee will have an assigned access card; 

Å Contractor to construct negative containment area with contractor access 

only; 

Å The contractor will submit and adhere to work hours; 

Å Contractor and contracted employees will adhere to Facilityôs social 

distancing policies and will wear face coverings, that cover both nose & 

mouth, when required work activity doesnôt allow 6ô of social distancing and in 

all common areas, including but not limited to: bathrooms, conference rooms 

& break rooms 

 

 

The attached form needs to be completed each day before work begins 

 

 

This form does not apply to long-term contracted employees that work in a DOT facility 
every day (ie: inventory management services).  These contracted employees will fall 
under DOT employee protocols. 

 
 

 

 

 

 

 

COVID-19 FORM 
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Date: ______________ Employee Name (Print): _____________________________________________ 

Subcontractor Company Name (if applicable): ________________________________________________________ 

Each Contracted Employee should fill out this questionnaire by circling yes or no to the questions below and deliver the completed 

questionnaire to their onsite Supervisor. 

 
1. Have you traveled outside the country in the past 14 days?      Yes / No 

If so, where?  ______________________ 

 

2) Have you or any of your family members been in close contact* with anyone that has traveled to any of the high-risk countries 

(China, Europe, Iran, Malaysia, South Korea, United Kingdom: England, Scotland, Wales, or Ireland) in the past 14 days?  Yes / No 

 

3) Have you or a family member been in contact* with a confirmed COVID-19 patient within the past 14 days?   Yes / No 

 

4) Have you been in contact* with a person who is currently being screened or under coronavirus quarantine?   Yes / No 

(if you answered Yes to this question also answer question 7 below) 

 

5) Do you have a fever greater than 100.4° F?         Yes / No 

 

6) Are you experiencing any new respiratory issues in the past 14 days?       Yes / No 

i.e. Cough, Tightness in chest, Shortness of breath, etc. 

* The term ñcontactò in the use of this form is defined as being within 6ô or less in distance for 20 minutes or more with 

someone that exhibits the symptoms in item 5 & 6 above. 

Quarantine in general means the separation of a person or group of people reasonably believed to have been exposed to a 

communicable disease but not yet symptomatic, from others who have not been so exposed, to prevent the possible spread of the 

communicable disease. As we all work through this, please remember our moral and social responsibility to exercise caution.If you 

answered Yes to any of the questions 2-6 please isolate yourself from other employees and make arrangements to go home for a 

period of 14 days. It is recommended that you self-quarantine for 14 days and seek medical care. If you are showing symptoms after 

the 14-day period or if your symptoms get worse please do not return to the project until you have been cleared by a medical 

professional. 

7. if Yes was answered from 4 above please answer the following:  

a. The screening results of the person in #4 are still pending?      Yes / No 

(if No, answer 7b, if Yes, remain self-quarantined) 

b. Are the screening results positive for COVID-19?       Yes / No 

(if Yes remain self-quarantined and seek medical screening, if No with no exposures as identified in questions 1-3, 5 & 6 above, 

then return to work as available)If you answered Yes to questions 2, 3, or 4 and have had ñcontactò with someone as used in this 

form, what was the date of that ñcontactò? __________________________Provide details of this ñcontactò: 

___________________________________________ 

I affirm that this information is correct and accurate as of this date. 

Employee Signature:______________________________________________________________________________________ 

This is an interim measure during this period as we try to help control the COVID-19 spread.  This form should be completed daily 

by each employee and direct subcontractors with the original maintained as part of the project file.   
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Human Resources Office 
COVID-19 Continuity of Operations Plan 

 
 
Essential Work 
 
Essential work will be dependent upon how wide spread the COVID-19 virus is and how 
it will impact other units within the Organization that the Office Human Resources 
support, such as Recruitment, Wellness, Safety, Labor Relations, FMLA/ADA as well as 
Workforce Development through the FTC staff.  These functions will be re-evaluated as 
the situation progresses. 
 
It will be critical for employees to be paid through payroll processing and Workers 
Compensation both short term and long term. 
 

¶ Essential Personnel both short and long term for payroll and Workers 

Compensation: 

o Soumia Tber 

o Rita McCollett 

o Jessica Hinckley 

o Susan Giegold 

o Matthew Higgins 

o Bonnie Gray 
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Maintenance & Operations 

Highway Maintenance & Production Support 
COVID 19 MaineDOT Regional Continuity of Operations Plan (Ver. 0309) 

Staffing 

 Critical Employees 

¶ The Highway Maintenance essential functions and point personnel are listed 

below: 

Business Function Point Person Backup 

Unit Administration Brian Burne Cliff Curtis 

MATS Administration Jim Saban Tony Pelotte 

M&O Contracts Gail Iler Gary Pelletier 

Striping Program Wayne Arsenault Dennis Robertson 

Sign Shop/Interstate Sign Crew Kevin Pratt Robert Rooney 

Vegetation Management Bob Moosmann Cliff Curtis 

Snow & Ice Control Support Chris Landry Ty Pooler 

Pug Mill Operations Ty Pooler Chris Landry 

State Property Damage Cliff Curtis Jim Saban 

Permitting     

Utility:   Brian Burne Rhonda Fletcher 

Posted Roads:   Cliff Curtis Brian Burne 

OBDS/Logo:   Sue Merriman Rhonda Fletcher 

 

Telework: 

Working remotely from a location having reliable high-speed internet connectivity. 

¶ Highway Maintenance is currently in the process of updating our contact lists 

for our employees and collecting the following information: 

o Current contact information 

o Computer type (laptop/desktop) 

o Confirm remote capabilities to enable Telework 

o Primary phone contact 

o Backup phone contact 

o Primary email contact 

o Backup email contact 

¶ We are also ensuring that employees that may need to telework, will have the 

capability to do so in advance. 
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 Crew Camps 

 Striping Crews: 

Locations:  Bangor/Augusta (Leighton Road)/Turner 

Striping season ï The striping season has traditionally started towards the end of 

April or the beginning of May.  Considering the current weather, this year may be 

on track for an earlier start.  The strategy for each of these facilities is as follows: 

¶ Wayne Arsenault will communicate with each Supervisor, each morning, 

to receive to receive an update on available staffing and work plan. 

¶ Facilities will continue to follow the same precautions listed above for all 

office locations. 

¶ Trucks and equipment will be cleaned and wiped down after each change 

in use between personnel 

¶ As employees become infected, management will evaluate operations and 

consolidate services as necessary to deliver essential services 

¶ The striping crews have been called upon in the past to assist MEMA and 

CDC.  This assistance is now covered by Fleet, but the striping crews will 

standby to provide these services if management determines this work to 

be their priority. 

 

Sign Shop/Interstate Sign Crew 

The Sign Shop and Interstate Sign Crew provide routine and emergency services.  

Their process will be like that identifies for the striping crews: 

¶ Wayne Arsenault will communicate with Kevin Pratt, each morning, to 

receive to receive an update on available staffing and work plan. 

¶ The Sign Shop will continue to follow the same precautions listed above 

for all office locations. 

¶ Trucks and equipment will be cleaned and wiped down after each change 

in use between personnel 

¶ As employees become infected, management will evaluate operations and 

consolidate services as necessary to deliver essential services 

 

Snow & Ice Control Support 

 Fortunately, the timing of this event is occurring as the winter is winding down. 

However, if storms resume and equipment needs troubleshooting or repair, Chris Landry 

will address the needs and follow the recommendations herein, which will include 
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minimizing contact with other employees (to the extent practicable) and will wipe the 

equipment down prior to, and upon completing, servicing the equipment.  As indicated in 

the table above, Ty Pooler will serve as the backup to Chris. 

 

Pug Mill Crew 

 The timing of this event is also fortunate in that it is occurring prior to the start of 

the pug mill season, so we do not anticipate impacts to this program.  However, if the 

timing does get extended and corresponds with pug mill operations, the office procedures 

defined herein will be followed in the pug mill field office and the field procedures of 

cleaning and wiping down equipment before and after each change in use between 

personnel will also be followed.  Should the point person, Ty Pooler, be impacted, Chris 

Landry will serve as the backup and will work with Barry Breton from PD. 

 

 

Office Functions 

 MATS Administration  

 MATS is a critical MaineDOT system that provides the crew payroll, contractor 

payments, work planning, work reporting, asset management, and material management.  

In most cases, this system can be maintained remotely.  The point person for this effort is 

Jim Saban, with the backup provided by Tony Pelotte (Unfortunately, Russ Sage is out on 

extended medical leave at this time).  If work is required with OIT, efforts will be made 

to continue to work remotely or to try to coordinate system access in the building at a 

time that will minimize exposure to others as much as possible. 

M&O Contracts  

 If it becomes necessary to work remotely, work will be assigned to the contract 

employees for teleworking by the M&O Contracts Engineer, Gail Iler.  Gail has building 

access permissions that allow off-hour access if it becomes necessary to acquire 

information from the office.  Gailôs backup, Gary Pelletier, is also verifying his remote 

access capabilities and building access. 

Permitting 

 Routine permitting functions are normally handled out of the region offices.  Non-

routine situations and region support will be handled remotely by the point people 

identified in the Critical Employee table. 
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Vegetation Management 

 At the current time, the Vegetation Management team is wrapping up the 

contracts for the next construction season.  This work can continue remotely.  As of May, 

the work will move into the field and corresponding office work can continue to occur 

remotely. 

State Property Damage 

 State Property Damage administration will continue to be covered remotely by the 

point person, Cliff Curtis.  If Cliff becomes impacted, his backup, Jim Saban will cover.  

If other essential programs take precedence, the program will be temporarily deferred. 

Unit Administration  

 Throughout the duration of this event, Brian Burne will coordinate with the 

Director and Asst. Director to keep them apprised of the staffing levels and impacts 

within the Highway Maintenance and Production Services Unit.  In the event Brian is 

impacted, Cliff Curtis will serve as the backup in this role. 
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Planning 
Continuity of Operations Plan  

General Policy 

Business-Related Meetings and Gatherings  
¶ Employees should confer with your managers and supervisors before changing or 

implementing anything to ensure best practices in line with operational needs.  

o For meetings and work gatherings, consider remote participation alternative 

formats: tele-conference, Skype for Business, Microsoft Teams, etc.   

o For meetings that are done in person, take precautions to include meeting in a large 

room or an open, well-ventilated space; spacing the chairs and participants in a 

social distancing manner; and keeping meetings short. 

o Assess the need to host or attend conferences and large gatherings and determine 

whether alternative accommodations can be made to limit or mitigate potential 

exposure. If it is determined a conference is essential and cannot be delayed or 

conducted by other means, refer to CDC guidance on planning for an event 

at  www.cdc.gov/coronavirus/2019-ncov/community/large-events   

Essential Work  

In the short term, Jennifer Brickett, Director of the Bureau of Planning is deemed essential.  

Although not deemed essential, it should be noted that high priority work includes the 

¢ǊŀƴǎǇƻǊǘŀǘƛƻƴ {ȅǎǘŜƳ !ƴŀƭȅǎƛǎ ŘƛǾƛǎƛƻƴΩǎ ǎǳǇǇƻǊǘ ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ .¦L[5 ƎǊŀƴǘ ŀǇǇƭƛŎŀǘƛƻƴΦ 9Ř 

Hanscom is the point person for this work.  

In the long term, essential work will be dependent upon how wide spread the COVID-19 virus is 

and how it will impact the department. In the long term, the following individuals would be 

deemed essential: 

¶ Jennifer Brickett, Director, Bureau of Planning  

¶ Joan Foster, Secretary Associate 

¶ Nate Moulton, Director, Freight and Passenger Services  

¶ Ed Hanscom, Director, Engineering Analysis 

¶ Tom Reinauer, Director, Public Outreach and Planning (employee start date of March 

23) 

The directors listed above would decide how much additional support from their teams is 

needed. 

 

https://nam03.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fcommunity%2Flarge-events&data=02%7C01%7CKirsten.Figueroa%40maine.gov%7Cff1afc9c8d8d403abe7708d7c69c2aaa%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637196246335327289&sdata=aGo1wvV9xPD439LDmDLyV0vCss48sQM1gfjWy5PVSfA%3D&reserved=0
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Project Development 
Project Delivery & Production Support 
COVID-19 MaineDOT, Continuity of Operations Plan  

Staffing 

 Unit/Program Management  

     Lead   Backup 

 

Essential Functions: 

Function       Responsible Unit(s) 

Construction Inspection    Highway, Bridge, Multimodal Programs 

Designers      Highway, Bridge Programs 

Utility Coordination     Highway, Bridge, Multimodal Program 

Geotechnical Engineering    Highway, Bridge, Multimodal Programs 

Survey       Property Office 

R/W Mappers      Property Office 

R/W Appraisals     Highway, Bridge, Multimodal Programs 

Condemnation, Relocation, & Property Mgmt. Property Office 

Contracts (Const Support, Contractor payôt)  Contracts Section 

Testing Lab      Materials, Testing, & Exploration 

Field Testing/Sampling    Materials, testing, & Exploration 

Landscape       Multimodal Program 

Project & Program Management   Highway, Bridge, Multimodal Programs 

Bureau Management      Bureau of Project Development 

Clerical      Bureau, Highway, Bridge, Multimodal 

 

Bureau Management Rich Crawford Todd Pelletier 

Highway Program  Brad Foley 

Steve Bodge 

Scott Bickford 

Bridge Program  

Wayne Frankhauser 

Jr 

Jeff Folsom 

Eric Shepherd 

Multimodal Program 

Administration Jeff Tweedie Nate Benoit 

Material Testing & 

Exploration Richard Bradbury Mark Alley 

Property Office Heath Cowan 

Peter Belanger 

Scott Avore 

Contracts Section George Macdougall Kevin Hanlon 
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Work site impacts: 

 
If any HQ or Region offices are shut down, we will follow the guidance from M&O for re-

assignment of office staff, most are currently teleworking or in the field 

 

We have 2 testing labs located in Bangor & Freeport. If either building is impacted, we would 

halt testing activity and request a deep disinfecting cleaning of the facility. Work would resume 

from that facility once it is cleaned and ready for occupation. In the event of a closure exceeding 

one week, we would shift critical testing to the alternate lab as practical. To meet our work 

demand, we would have staff at the alternate lab work overtime as needed. If a facility is closed 

for a prolonged period, we would augment staff at the open facility with personnel from the 

closed lab and run split shifts out of the same facility as necessary to meet critical testing needs. 

The Freeport Lab does not have the capability to perform all the tests conducted in Bangor. If not 

possible or practical to relocate the equipment to Freeport, we would outsource this testing. An 

example of equipment that would not be practical to relocate would be concrete cylinder 

compressive strength and surface resistivity testing.   

 

If both facilities are impacted, we would outsource our testing to the pre-qualified labs we have 

available. This would need monitoring by MTEx staff to assure compliance and production. We 

would prioritize our testing needs accordingly. 

 

If both labs and external resources were not available, our essential function would be impacted. 

  

 

Staff Contact Information:  
 

Project Development has updated our contact lists for our employees that are teleworking or in 

the field: 

o Current contact information 

o Computer type (laptop/desktop) 

o Confirm remote capabilities to enable tele-work 

o Primary phone contact 

o Backup phone contact 

o Primary email contact 

o Backup email contact 
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Teleworking:  

¶ Approval to telework does not imply a position is eligible for telecommuting. (Working 

at alternate worksite on a fixed or regular basis) 

¶ The employeeôs salary, job responsibilities and benefits will not change because of 

involvement in teleworking. 

¶ The employee agrees to comply with all existing job requirements and expectations in 

effect while in the central worksite. 

¶ Normal work hours are to remain the same while teleworking unless otherwise agreed by 

the supervisor. 

¶ Employee will share backup alternate phone number, email address and alternate 

worksite. 

¶ Employee will setup and utilize call forwarding, or voice mail. 

¶ The employee shall promptly notify the supervisor when unable to perform work 

assignments due to equipment failure or other unforeseen circumstances. 

¶ Management has discretion to determine whether to allow telework when an employeeôs 

dependents may be in the home during the teleworking hours. If approved, time the 

employee spends caring for dependents or on other personal business will not be counted 

as time worked. 

¶ The employee must gain pre-approval from management prior to using any accrued 

leave. 

¶ The employee should complete a work log (e.g. use Outlook calendar) to document work 

completed on telecommute or telework days. 

¶ Set up regular check-ins during which the supervisor and employee review completed 

work product and the status of items in progress. Work assignments and deadlines will be 

documented and monitored by the supervisor. 
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Essential Bureau Functions: 

Highway Program 

Construction Inspection 

As projects become active over the next month or so, personnel will be assigned to work in the 

field.  The need for visits to a Region Office or the Main Office will be minimal.  Staff will 

maintain 6-foot distancing which could limit the number of people in field offices.  Meetings 

will be conducted remotely as much as possible.  Management will provide support.  Scott 

Bickford is on point for the Program and will work with Construction Support and the 

Construction Managers to manage. 

 

The Construction Group (represented by all Programs and MTEx) is developing Risk Based 

Inspection Guidance for the construction field staff. This guidance will provide direction on 

work tasks to safely inspect the work. It will also set priorities for field staff for inspection 

focus in times of limited resources and to adhere to social distancing requirements. 

Design 

Design work in the Augusta office relies on strong internet connections and powerful 

computers.  The desktop computers have been cleared to move into individual homes.  Work 

can be performed at home but does need occasional updates from the main office.  Design 

work in the Regions can be performed at home for the most part ï staff have laptop computers 

and can log in remotely.  Getting signatures and PE stamps still requires physically handling 

plans and books.  Steve Bodge is on point working with the Project Managers to oversee work 

out of the Augusta office and Scott Bickford will coordinate Regional work.   

Geotechnical  

Geotechnical work can be performed in the field and at home.  Staff have laptops and can log 

in remotely.  Support staff for Geotech needs to work out of the Bangor office as the work is 

CAD related.  Steve Bodge will oversee. 

Utility Coordination  

Utility work can be performed in the field and at home.  Staff have laptops and can log in 

remotely.  There may be occasions to come into a Region or the Main Office to print material 

or plans.  Brad Foley or Steve Bodge will oversee. 
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Project and Program Management 

Project and Program Managers have laptops and the ability to log into the State system to 

monitor delivery status and financial situations.  Meetings can be conducted remotely through 

several options including ZOOM, Microsoft Teams, and Skype.  Staff may need to come into 

an office in order to print material/plans or to meet face to face in small groups to discuss status 

and logistics.  Brad Foley will be the point person to coordinate with Program Management. 

 

Clerical 

Clerical staff rely highly on the ability to use programs through the mainframe.  They can bring 

equipment home and log in remotely.  They process invoices that rely on the mainframe for 

access.  They will need to access the Main Office occasionally in order to continue to have 

material to scan and to process mail.  Brad Foley, Steve Bodge and Scott Bickford will work 

together to ensure work is being processed. 

 

Bridge Program 

Construction Support 

There are currently a few active bridge construction projects ongoing throughout the state.  

Construction projects are considered essential and will continue on as long as covid-19 doesnôt 

impact the contractor or the contractor chooses to suspend work.  Field inspection staff 

(Residents and Inspectors) will be required to be on-site.  In the event the Resident and/or 

Inspector(s) on these active projects become incapacitated, there are other MaineDOT field 

personnel or Consultant Inspection staff available that could fill in, at least in the short term (two 

to three weeks); there is a limit, however, to the number of MaineDOT/Consultant personnel 

who are available.  Also, if the Resident on any particular project is indisposed for an extended 

period, then payment to the contractor and resolution of any significant project issues may be 

delayed and become problematic. 

Bridge Program field personnel who are not currently assigned to active construction projects 

will be able to be productive working on alternate duties, such as completing final project 

documentation or setting up documentation for upcoming projects, at least in the short term. 

Residents and Inspectors on active construction projects will continue communicating through 

the current chain of command, i.e., communication with Management will initially be through 

the Area Construction Engineers, Devin Anderson and Travis Hamel.       

Eric Shepherd is point person; back-up in order will be Devin Anderson, Travis Hamel. 
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Fabrication inspection 

There are currently a few fabrication facilities producing products for MaineDOT projects that 

are located in Maine or other states.  Because these projects have contractually binding 

completion dates, delivery dates prescribed by the general contractor, or fabrication time limits 

with associated Supplemental Liquidated Damages, these fabrication facilities will continue to be 

in production until such time that the facility ceased operations for reasons unforeseeable at the 

time of bid.  Where these facilities are producing products for MaineDOT projects, the 

Fabrication Group, under the Bridge Program, must provide Quality Acceptance (QA) inspection 

of these products by having inspectors in the facilities.  QA inspection is provided by qualified 

MaineDOT or Consultant personnel.  The MaineDOT Fabrication Group currently has three full-

time QA Inspectors performing work in Maine.  All fabrication facilities outside of Maine are 

currently staffed with Consultant QA inspectors.  In the event that MaineDOT and/or Consultant 

QA staff become incapacitated, there may be other MaineDOT general field staff that could fill 

in for these inspectors, but, because of the specialized nature of the expertise needed for some 

fabrication (e.g., structural steel fabrication), there would be a very limited number of general 

field personnel who would be qualified to perform fabrication QA inspection.  Typically, the 

general field staff would only perform fabrication QA inspection in precast concrete facilities.  

Because the Fabrication Group uses a relatively large number of Consultant Inspectors, any 

fabrication QA inspectors who become incapacitated could be replaced with other Consultant 

QA inspectors who could be up to speed on the progress of the work in a relatively short time.  

There is, however, a limit to the number of Consultant inspectors available.  Further, the 

Consultant firms working for the Fabrication Group have informed the Fabrication Engineer that 

if anyone in a fabrication facility becomes infected with Covid-19 and the facility does not elect 

to shut down, then the Consultant will not send in any additional personnel.  Fabrication of major 

structural elements with no QA inspection is not advisable.  

QA Inspectors, whether MaineDOT or Consultant inspectors, will continue communicating 

through the current chain of command, i.e., communication with Management will initially be 

through the Fabrication Engineer, Joe Stilwell; Taylor Clark, the Assistant Fabrication Engineer, 

will be the back-up for the Fabrication Engineer.       

Any mix design approval requests or issues related to structural concrete will be directed to 

Michael Redmond with Taylor Clark as back-up.   

Eric Shepherd is point person; back-up in order will be Joe Stilwell, Devin Anderson, Travis 

Hamel. 
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Project Management/Team Leadership 

Project Managers and Senior Structural Engineers can work remotely to accomplish the majority 

of their duties while social distancing is required. The Teams are proficient at using Microsoft 

Teams and Zoom to communicate and coordinate their work. MaineDOT adapting businesses 

practices such as TAMEing and Work Plan Management to an electronic format has improved 

the Project Managerôs ability to telework. The PMs are currently meeting with municipal 

officials and advisory groups using Zoom and are developing a virtual public involvement 

application (PIMA) to do public meetings remotely. 

The Project Managers may need to come into the office occasionally to file and distribute large 

documents and to collect materials. Full implementation of electronic document approval by 

MaineDOT would help the PMs operate more efficiently. 

The primary point of contact for Team South will be Scott Rollins with Devan Eaton and 

Mackenzie Kersbergen as a backup. 

The primary point of contact for Team North will be Mike Wight with Mark Parlin and Jason 

Stetson as a backup. 

Communication with the Team and Program Management will occur daily via email, phone, or 

Microsoft Teams.  

If any of the Project Managers are impacted, the remaining team PMs and Program Management 

to reassign duties. 

Program Management 

For the duration of this event, Bridge Program Management will continue to coordinate with 

staff and Bureau Management regarding work status, staffing levels, projects and other items that 

need to be communicated. All Program Management has the capability to telework and can 

coordinate with the management team using email, Microsoft Teams and Zoom. The primary 

point of contact for the Program will be Wayne Frankhauser with Eric Shepherd as a backup for 

construction-related issues and Jeff Folsom for design-related issues. 

Contracts Specialist 

The Program Contract Specialist, Coy Williams, can work remotely to complete his job duties 

while social distancing is required. Coy will rely on the electronic transmission of documents 

from the Teams and to Contracts. Electronic approval of documents is critical. Most documents 

can be signed electronically, however PE stamps, and plan Title Sheets and Notice to Contractors 

have traditionally required ñwetò signatures and the signed document to be scanned. This 

requires people to be in the office to deliver, sign, and scan and is becoming problematic with 

most staff teleworking. An electronic approval and distribution process would improve this 
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effort. The Program has no backup for Coy; if he is impacted support would need to come from 

Contracts. Coy will need to keep his supervisor, Andrew Lathe, informed regarding work issues 

that may arise.  

Utility Coordination  

Denver Small is currently the only Utility Coordinator assigned to the Bridge Program. Denver 

can work remotely while social distancing is required. Coordination can be done via phone, 

emails, or on-site meetings with small groups respecting the 6-foot rule. Larger coordination 

meetings can be conducted using Zoom or other virtual meeting tools. Support for Denver is 

currently being provided by Terry Blair Jr, Highway PM, and Mike Moreau, Maine DOT Utility 

Engineer. Additional support could come from the other Bureau Utility Coordinators working 

through Mike Moreau. All Coordinators should take care to share critical documents with the 

appropriate PMs and keep complete electronic project files. Denver will keep his supervisor, 

Leanne Timberlake, informed of any issues.  

Structural Design  

This function is performed by a staff of eight Transportation Engineers within the program.  

Each of the two regional teams is led by a Senior Structural Engineer, Richard Myers on Team 

North and Garrett Gustafson on Team South. Each supervises two Transportation Engineer IIs 

and one Assistant Transportation Engineer. The Transportation Engineers have successfully 

migrated to telework after being allowed to take their computers home and being granted remote 

access to the MaineDOT network.  

Senior Structural Engineers are responsible to supervise and provide technical guidance to the in-

house design staff and oversee consultant design work.  Both SSEs have the capability to work 

remotely to attend to any issues related to in-house design issues or consultant design work. The 

SSEs are also working with the PMs to maintain communication with the teams using Microsoft 

Teams and Zoom. 

The primary point of contact will be Jeff Folsom with Richard Myers and Garrett Gustafson as 

backup. 

Geotechnical Engineering  

This function is performed by a staff of two engineers within the Program.  One Senior 

Geotechnical Engineer, Laura Krusinski, leads this function and supervises one Geotechnical 

Assistant Transportation Engineer.  This group is responsible to provide geotechnical 

engineering services to the two regional design teams.  The work of the geotechnical unit 

includes office engineering as well as field exploration. The Geotechnical Engineers can work 

remotely now that they have been given remote access to the MaineDOT network. Field work is 

currently limited since the MTEx drill rig has stopped operations due to the inability of the crew 
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to maintain 6 feet of separation while drilling. This shouldnôt cause delays for the next few 

weeks, however if the current situation persists into the summer, we will need to use a limited 

pool of consultants to fill the gap. 

The primary point of contact will be Laura Krusinski with Jeff Folsom as backup. 

Plan Development  

This function is performed by a staff of seven Technicians and Senior Technicians.  As with the 

Designers, the Plan Development Technicians have successfully moved to telework after being 

allowed to take their computers hone and being granted remote access to the network.  The Plan 

Development Technicians are also able to collaborate with the rest of the team through Microsoft 

Teams and Zoom. 

The primary point of contact will be Jeff Folsom with Mark Parlin and Devan Eaton as backup. 

 

Multimodal Program  

Project & Program Management: 

For the duration of this event, Multimodal Program Management will to coordinate with staff 

and Bureau Management regarding work status, staffing levels, projects and other items that 

need to be communicated. All Program Management has the capability to telework and can 

coordinate with the management team using mobile phone, email, Microsoft Teams and Zoom. 

The primary point of contact for the Program will be Jeff Tweedie with Nate Benoit serving as 

backup for any all issues.  

Brian Keezer (Southern Region) and Aurele Gorneau (Northern Region) are both senior project 

managers that are next in line for supervisory responsibilities, if Jeff Tweedie or Nate Benoit are 

unavailable. Each Senior PM have a working knowledge of projects in their region; however, 

there is overlap within the state without a firm line of separation.  

Project Managers sign invoices, coordinate with MaineDOT staff and stake holders, and assist in 

resolving construction issues. All of these tasks can be completed through teleworking or field 

visit utilizing proper PPE as required by MaineDOT policy and CDC recommendations. 

Design: 

This program is 100% consultant design and is highly capable of teleworking. One primary 

function of this program is delivering Plans, Specifications, and Estimates (PSE package) to 

contracts. This core function can be completed with the project managers teleworking. 

Completing the public process through virtual public meetings is a tool that is being finalized for 

use by the Department and will be utilized by staff as required for the public process. 
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Landscape: 

The two-landscape architectôs design work can be completed by teleworking. When required to 

be in the field to oversee landscaping operations, both will comply with the most recent 

recommendations by the Department and Maine CDC for personal protection and social 

distancing 

Property Appraisal:  

The SPO and Appraiser 1 position can be performed by teleworking and participating in 

condemnation meeting through Zoom. Face to face communication between the negotiator and 

property owner require another approach such as mailing the offer and assent form followed by a 

phone call. When required to be in the field, all property personnel will adhere to the most recent 

requirements of the Department and the Maine CDC. 

Clerical work, paying invoices: 

clerical personnel have the capabilities of teleworking. Invoices are scanned and forwarded to 

clerical via email. Once a week, clerical personnel go to the office wearing proper PPE to go 

through the mail and retrieve invoices for scanning. All calls to the Multimodal Program are 

currently being forwarded to clerical personal cell phone. Clerical staff will be working with OIT 

to install appropriate computer software to the clericals computer so that calls can be forwarded 

to clerical computer. 

Construction Inspection: 

Construction inspection is handled through three multimodal team members functioning as 

Residents/Inspectors and a combination of consultant Resident/Inspectors. Assignments are 

made by the Multimodal Program Construction Manager, Jen Paul. Construction inspection does 

need to be done in person but can be completed while following current Maine CDC 

guidelines/MaineDOT requirements. The construction staff all have laptops and the ability to 

work remotely. Preconstruction meetings are being conducted through Zoom, Microsoft Teams, 

or other means.  

Construction issues are handled primarily by the Programôs Construction Manager, those which 

need to be elevated are funneled through to Project and Program Management. 
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Materials Testing and Exploration 

Laboratory testing 

This time of year, the labs are mainly conducting testing in support of active bridge projects as 

well as HMA mix design approval/RAP qualification. Lab testing would be prioritized based on 

risk of failure and potential consequences of project-produced materials: 

¶ Concrete Acceptance  

¶ Construction aggregates  

¶ HMA JMF Verification and Acceptance  

¶ HMA and Concrete aggregate  

If impacted, testing of standard manufactured materials, samples for preliminary engineering and 

Maintenance samples will be suspended until lab returns to full operation. This includes samples 

such as: 

¶ Pipe 

¶ Reinforcing steel 

¶ Fasteners 

¶ Guardrail 

¶ PG Binder 

¶ Bridge deck cores 

¶ Geotechnical soil samples 

¶ Salt 

¶ Paint 

Mark Alley will be point person on all lab testing issues. If he is impacted, backup will be (in 

order): James Robinson, Wade McClay, Kevin Cummings. 

If any lab supervisor is impacted, duties will be assigned to their designated backup. If any lab 

technicians are impacted, their duties will be assigned to other technicians from the laboratory 

section who are trained to perform the needed testing. Additional assistance could be provided 

from the NDT team or Field Testing if required. 

Information System 

The system manager (Nancy Bradbury) can work remotely if facilities are impacted. She does 

not have a backup; if she is impacted, operations could continue unless the system loses 

functionality. Loss of the TIMS system would impact Lab and Field operations.     
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Drill Rig  

Due to the physical distancing requirements, most drilling activities have ceased operations. The 

only drilling that can be completed safely are auger borings; other types of drilling require the 

driller and helped to work within 6 feet of each other throughout the drilling operation. 

For drilling activities that can be completed while maintaining proper physical distancing, the 

team could continue to function for a short time with the loss of any one member. The driller 

helper can be replaced by another MTEx employee. Loss of both the driller and rig supervisor 

would require suspension of operations. Geotechnical explorations would be conducted by a 

contracted drill rig (assuming they are still operating) directed by Bruce Wilder. Backup 

direction will be provided by the relevant geotechnical engineer. If the contracted drill rigs are 

not operating, all geotechnical explorations will be postponed until operations can safely resume. 

Nondestructive Pavement Testing/ARAN 

These functions are seasonal, typically starting in May. The work is highly specialized and 

primarily used for planning/preliminary engineering. If impacted, work would be suspended until 

operations could resume. The point person is Wade McClay; backup is Ryan Vose.  

Field Testing and Independent Assurance 

Field testing occurs sporadically through the winter/early spring in southern Maine. Later in 

March and April, numerous HMA producers need annual plant inspections, and project begin 

requesting samples/tests. In Regions 4 and 5, there is usually no field testing during winter, and 

spring activities begin in April, or even May in northern Maine. These employees work from 

home during the season so will not be impacted by facility closures. If technicians are impacted, 

other field staff would be reassigned as needed. If required, several members of the 

Nondestructive Testing team are qualified to perform sampling and field testing, as are some lab 

staff.  

The IA team will operate in a similar manner to field testers. However, if IA staff are impacted, 

others with the required qualifications could perform the duties. They could not perform both 

Acceptance and IA activities on the same project without violating federal regulations, so the 

replacement would be dedicated to IA duties. The NDT team has two people who could fulfill 

this role. 

Kevin Cummings is point person; backup in order will be Wade McClay, Tim Goupille, Ryan 

Vose. 
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Asphalt Mix Design Approval 

The March ï May timeframe is extremely busy for this function. The function can be conducted 

remotely. James Robinson has lead; backup is Casey Nash. If both are impacted, this function 

would need to be managed by Rick Bradbury with help from the TIMS manager and possibly the 

Highway Program Pavement Quality Manager.  

Quality Assurance Program Management 

The main function of this role that could impact operations is the Dispute Resolution process for 

HMA testing. Disputes typically do not occur until May. Point person is Kevin Cummings; 

backup is Rick Bradbury, then Ryan Robison and Casey Nash. Other duties are less time-

sensitive and could be completed following return to operations. 

General Practices 

¶ All MTEx employees and consultants shall follow the practices listed in the June 

2020 ñMaineDOT COVID-19 Office Building Use Protocols and Best Practices.ò  

¶ All MTEx employees and consultants visiting active construction projects and/or 

production facilities shall follow the guidance listed in ñConstruction Project Safety 

Guidelines Related to the Effects of the COVID-19 Virus.ò 

¶ Only one person shall travel in a vehicle unless a) a minimum of six feet can be 

maintained between personnel, or b) the vehicle has been outfitted with appropriate 

shielding by Fleet Services. 

¶ Only one person at a time may be in a break room/kitchen. 

¶ Face masks or shields will be worn whenever personnel are engaged in specific 

activities as noted below.   

 
Concrete/Structures/Chemistry Lab  

¶ No tasks in any lab work areas require personnel to work within six feet of each 

other. 

¶ Coring usually has personnel working within six feet of one another, but the work can 

be doneða little slowerðby consciously maintaining this separation 

¶ Scott has been talking to Wade Colpitts about installing a plastic barrier between the 

front and back seats of the coring truck. 

¶ Sample tags, worksheets and other documents will be placed in a 110°C oven for 15 

minutes to sanitize them before transferring them to another person.  

 
Soil/Aggregate Lab 

¶ MaineDOT field personnel will unload their soil/aggregate samples onto carts located 

in the storage building without coming into the lab. The sample buckets will be 

sprayed with disinfecting solution before being brought into the lab. 
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¶ Contractors will drop off their HMA Aggregate buckets during business hours.  The 

storage building overhead door will be opened and an empty pallet will be near the 

open door. Lab personnel will retreat toward the back of the building to observe the 

contractor unloading. The buckets will then be sprayed with disinfecting solution and 

placed on a lowbed cart to be brought into the lab as needed. 

¶ A handwashing station is located at the Geotechnical area sink near the entrance to 

the lab. 

¶ The Coarse Sieve / Compaction Area room is large enough and has enough doors to 

easily accommodate distancing while lab staff do their work. Only one person at a 

time can be allowed in the drying oven room between Coarse Sieve and Bit Lab. 

¶ The Fine Sieve Room has been re-arranged slightly to allow 3 technicians to do their 

work and maintain distancing. The work table was moved toward the hall and one of 

the balances was moved from the work table to the bench abutting the hall. This 

arrangement allows distancing, but some work ( Sand equivalent and travel to and 

from the NCAT room) requires coordination and alternating occupancy of the area 

around the front of the NCAT room door. 

¶ Reports, sample tags, worksheets and other documents will be placed in a 110°C oven 

for 15 minutes to sanitize them before transferring them to another person.  

¶ The hall will be kept clear of carts and buckets to maximize spacing. 

¶ A table was removed from the office to maintain distancing and facilitate travel in 

and out of the office. Both of the office double doors are kept open during working 

hours. The office is only large enough for four technicians. Mark had volunteered the 

use of his office and Shari was happy to move there temporarily while Bruce, Jason, 

Nick and Dustin remain in the Soils Lab office. 

¶ A weekly S/A Lab gathering (with distancing) to discuss safety protocols will occur 

to avoid complacency. 

 
Asphalt Mixtures Lab 

¶ Splitting HMA samples is the only job task in this lab that usually has two people 

working within six feet of each other. This work will now be done by only one 

person, but if two are needed they will both wear face masks. 

¶ Occupation of the extraction and oven rooms will now be limited to only one person 

at a time. 

¶ Because of the tight quarters in the fabrication area, employees will coordinate 

movement so that they are not at the oven or gyro at the same time. 

 
Advanced Asphalt Lab 

¶ Employees will coordinate movement so that they are not within six feet of each other 

for more than a brief time. 
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Freeport Lab 

¶ Splitting HMA samples is the only job task in this lab that usually has two people 

working within six feet of each other. This work will now be done by only one 

person, but if two are needed they will both wear face masks. 

 
Drill Rig  

¶ The following job tasks require employees to work with less-than-six foot distancing 

and they will wear face masks when performing them: 

o Taking the core barrel apart to remove the sample 

o Field vane tests and tube samples 

o Loading/unloading of heavy equipment 

o Drilling in confined spaces in urban areas 

 
Quality Manager and TIMS Manager 

¶ Brian and Nancy can complete their work while maintaining six foot distancing from 

other employees.  

¶ When exchanging QMS documentation binders, they are left in a neutral area for a 

period of time. 

 
Nondestructive Testing/ARAN Team 

¶ Employees will maintain distancing and wear face masks or shields whenever 

working within six feet for more than a brief time. 

¶ Face masks and shields will be worn when more than one person is travelling in the 

GPR vehicle, and when installing/uninstalling the radar equipment. 

 

 

Property Office 

The Property Office is responsible for many functions related to project delivery and are utilized 

at varied stages of the Right of Way Process. The Essential Functions identified earlier in this 

plan are as follows with one additional function of the RMS: 

¶ Survey 

¶ R/W Mapping 

¶ Appraisals 

¶ Condemnation 

¶ Relocation 

¶ Property Management 

¶ Realty Management System (RMS) 

Survey 
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Survey is involved with collecting the field data for design, property acquisition, control and 

construction on most project development projects.   At-this-time of year we are about to begin 

with requests for control verification and documentation for the new construction projects.  

Survey crews also measure quantities of ledge on construction projects.  Control crew is based at 

Augusta Headquarters ï works all over the state - setting control, measuring stockpiles and 

maintaining the CORS network.  All Region survey teams rely on the CORS network for both 

project control and other survey operations.  Crews are based at each region office and work on 

region projects ï but can assist in other regions if needed 

¶ A Topographic survey crew is generally two persons using a state vehicle.  In 

situations where physical distancing is necessary each employee will travel in one 

vehicle or modifications to vehicles will be needed to ensure the safety of staff.  Some 

field tasks can be completed with one person, but are typically two people for traffic 

monitoring while in the roadway collecting data.  Region 1 relies on consultant field 

crews for most of their field work operations.  Regions 2,3,4 and 5 also use 

consultants at times of need  

¶ Each region has a PLS Supervisor and a Senior Tech Quality Assurance Technician 

(QAT) 

¶ Each PLS, plans surveys, communicates with project managers, visits worksites, 

often completes control for the crews.  POR research is for new projects directed by 

PLS in the Region.  The POR person will need periodic connection to Realty 

Management system for data storage ï they could assist survey crews  if needed 

¶ QATôs process field data, create the drawings to place on the Y: drive for 

design and Right of Way.  QATôs have laptops and will from time-to-time need to 

connect to the network either remotely of from headquarters or a regional state office. 

If the Chief Surveyor is out the ROW PLS can back up.  If the ROW PLS is out the Chief 

Surveyor can back up.  Regional PLS typically handles project scheduling and communication 

with Project managers.  QATôs can be backup for the PLS in each Region.  If a QAT is out; other 

region QATôs can assist with data processing.  If a field crew person is out ï crews and be 

rearranged or consultants can help out.  CORS Network Software is run by OIT out of Augusta 

Headquarters and there is no designated OIT back-up for the system operator. 

R/W Mapping 

Mapping Unit 

Existing Conditions Plan are usually completed after the radial topography survey has been 

processed. Depending on the snow coverage, these plans are done during the Spring, Summer 

and Fall months. At times, the staff in the Augusta headquarters has assisted with the Existing 

Conditions Plan mapping. Final Right of Way Mapping is started right after Plan Impact 

Complete (PIC) and about 3-4 months ahead of condemnation date. If an employee is out do to a 
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prolonged illness, other regions and Augusta headquarters mappers would be able to assist to 

keep projects moving forward.  

 

The Existing Conditions Plan and Final Right of Way mapping is handled mostly by the right of 

way mapper per region.  

Region 1 - Jude Hogan ï Technician; Thomas Patterson ï Technician 

  Region 2 - Vacant 

Region 3 - Perry Silverman ï Senior Technician 

Region 4 - Betina Martin ï Senior Technician 

Region 5 - Terri Blair ï Senior Technician 

Other staff that have assisted with right of way mapping process and could serve in the short 

term to back up the mappers are Guy Ladd, Supervisory PLS, Carol Storer ï Senior Technician, 

Ben Singer ï Senior Technician, Paul Belanger, Region 2 POR Person ï Technician, James 

Frizzell, Region 2 Survey Field Crew- Technician.  The lack of laptops in the Mapping Section 

will be a limiting factor, unless desktops are allowed to be taken from the building. 

 

Recording Unit 

The Recording Sections assists the Condemnation Unit with printing of final right of way map 

1-2 weeks prior to the condemnation date and mailings to the abutting property owners. Richard 

Gaboury ï Assistant Technician is the primary person responsible for this work.  Guy Ladd ï 

Supervisory PLS and Carol Storer ï Senior Technician could function as back up if necessary. 

Recording would not be able to work from home due not have a printer and large format plotter 

available at home. 

 

Research Unit 

The Research Section provides assistance and information to internal and external customers 

though out the state. A majority of the task is done by phone call and emails. On occasion they 

would have a visit to the office in Augusta.  David Ouellette ï Technician is the primary person 

responsible for this effort. Guy Ladd ï Supervisory PLS, Carol Storer ï Senior Technician or 

Richard Gaboury ï Assistant Technician could function as back up.  Majority of this position 

could function from home if provided with a laptop and internet connection. For the last few 

years, we have been informing the public on how to research within MapViewer. The 

Mapviewer software covers almost all of the existing right of way research requests. 

 

Archiving Unit 

Archiving of the right of way maps is done when the project is complete thought the State 

Claims Process. Property Office Staff that completes this effort are Carol Storer, Richard 

Gaboury and Guy Ladd.  The archiving portion of the Property Office could be delayed. All of 

this work is done at the Augusta Headquarter due to the equipment needed for mapping, plotting, 

recording and archiving purposes. 
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Appraisals 

The appraisal and negotiation functions can be performed remotely and nearly all of the staff 

have laptops and Pulse Secure. In the short term, some staff sharing between the Programs would 

enable project delivery to remain on schedule.  Scott Avore is the Chief Property Officer and 

could be backed up by one of the three Senior Property Officers in the Programs.  SPOôs could 

be backed up by the other Program SPOôs in the short term. 

 

Condemnation 

The condemnation unit is responsible for acquiring property rights as determined by the 

condemnation schedule which is set by each programôs senior property officer. The requirements 

set out in the departmentôs condemnation statute, 23 MRS Ä154, would be difficult if not 

impossible to comply with without certain key staff and the following: 

¶ The timely receipt of checks from state treasury so that payment can be made for 

property rights acquired; 

¶ Copies of full size right of way plans for each condemnation package mailed; 

¶ Reduced plan info needed for newspaper advertising; 

¶ Copies of the Notice of Layout and Takings produced from the DOT copy room 

in bulk for each condemnation package mailed;  

¶ Certified mailing obligations (mail room);  

¶ Recording of the Notice of Layout and Taking. If county registry of deedôs offices 

close, there will be no county staff to record documents.  Most registries are 

located in Superior Court buildings;  

¶ All of the title files are housed in the Property Office.  Each title affected by a 

payment is used by staff at different times.   

 

Kerri Dillôs involvement in the condemnation process is vital in the day to day obligations 

imposed under the condemnation statute.  Currently, she has no back up.  Dave Hayden writes 

the condemnation document and reviews the right of way plans.  Diana Grady is the back up.  

Lorrinda Connolly reviews the title work and prepares the documentation that directs who should 

be named on payment checks.  Kathy Rollins is backup to this function. Kathy Rollins oversees 

the condemnation function and assigns the recording and title updates on the date of 

taking.  Lorrinda Connolly is back up to certain functions. 
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Relocation 

Relocation assistance is also critical to delivery of projects when businesses or residences are 

acquired and displaced by a project. It is also necessary when personal property such as business 

signs need to be moved to accommodate a project. Rose Rinaldi could perform this function 

remotely and has access via Pulse Secure.  Scott Avore could function as a backup. 

Property Management 

Property Management is typically not on the critical path for delivery. Julia Picard could perform 

many but not all the job duties remotely if provided a laptop and Pulse Secure.  Should Julia be 

impacted, this work could be halted in the short term and not impact project delivery. 

Realty management System (RMS) 

The Realty Management System (RMS) is utilized in all phases of the right of way process and 

is consequently critical for production and delivery of projects to PSE. Jennifer Clark could 

perform this function remotely if provided with Pulse Secure.  Scott Avore could function as a 

backup. 

Contracts Section 

This time of year has a very heavy impact for many people in Contracts to process the projects 

from PS&E to Contractor Award.   The Contracts Section is small and many of the same people 

help backup each other.  Impacts to this Section could shutdown services. 

PS&E: Previously these were paper packages that were prepared by the Programs and delivered 

to the Contracts Engineer.  This is now done electronically.  After review and electronic 

approval, they are emailed on to F&A.  Once Authorization is received, the project can be 

advertised.  Primary person to review and approve is George Macdougall.  If he is impacted 

backup is Kevin Hanlon.   

Advertise: In order to advertise, besides construction authorization, the contract book must be 

written and placed on a computer drive for Matt Sullivan and Diane Barnes to be able to review.  

This is done electronically and can be done by telework as Diane has access and Matt has gotten 

a laptop and access.  They email the Program personnel when corrections are needed.  The actual 

advertise process is Diane putting the package on the MaineDOT website and the BidX website 

as appropriate.   

Review is done by both Matt and Diane who backup each other.  If both are impacted, then 

backup would be to just advertise the books without review by the Contracts Section. 

Diane Barnes is primary for advertising.  If she gets impacted, Guy Berthiaume could back her 

up for the uploading. A further back up could come from OIT. 
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Letting 

 Advertising/Opening w/Estimate email 

 Bid Tabs 

 Email 

 Certify bid taps 

 Post to web 

 Bid Opening Email 

 

This process is still heavily paper driven and will need to be done from the office on Wednesday.  

Primary people that are needed to be in HQ are Matt Sullivan, Diane Barnes, Angela Latno, Guy 

Berthiaume and George Macdougall.  Backup for Matt Sullivan is Kevin Hanlon and Diane 

Barnes.  Backup for Diane Barnes is Guy Berthiaume.  Backup for Angela Latno is George 

Macdougall and Brian Kittridge.  Backup for George Macdougall is Kevin Hanlon. 

Amendments to Advertised Contracts are now be done completely electronically. 

Project Specific Prequals can be done electronically as needed by Angela Latno or George 

Macdougall with Brian Kittridge as a backup.  

 

 

Award Memo for Director:  This is being transmitted electronically to the Bureau Director for 

recommendation of award or rejection.  

 

Sub Contract Approval: These are sent in electronically to Kevin Hanlon and can continue that 

way.  Back up to Kevin is Rebecca Snowden and George Macdougall. 

Contractor Payments:   These can be done completely by Rebecca Snowden electronically.  

There will also need to be a minor adjustment in process to get the approval needed by F&A 

before she can pay the Contractor.  Backup can be done by Guy Berthiaume. 
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Support Teams 

 CADD - Jonathan French and Wil Rohman 

 APV/ProjEx - Sherry Rogers ï Backup OIT 

 Elation - Angela Latno ï Backup Brian Kittridge George Macdougall and Sherry 

Thompkins, CRO 

 TRNS*PORT ï Guy Berthiaume ï Backup Rebecca Snowden or OIT 

Support can be carried out electronically but may also require time in HQ as well as travel to 

different locations to help Users/Contractors out face to face.  

Close Out: This is mostly done in the field and can carry on by teleworking and in the field 

process.  Closeouts are performed by Kevin Hanlon, Leonard Lidback, Norma Gilman and Roxy 

Cleaves.  They can all back each other up if needed.  These could be delayed if these people are 

impacted. 
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Research and Innovation Office 
Continuity of Operations Plan 

 
Essential Work 

We have some high priority work but most work is not essential. 

Dale Peabody will need to process consultant invoices to continue work flow on existing contracts, as 

well as other program administration duties. 

Dawn Bickford manages the department Qualified Products List and is a resource to field personnel on 

products issues.  

Ulrich Amoussou-Genou provides support on paving projects using the paver mounted thermal 

scanners. 

The majority of our work can be done through teleworking. 
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Results and Information Office 
COVID-19 MaineDOT, Continuity of Operations Plan 

 

Information Services/Dashboard ï This unit is primarily responsible for the dissemination of 

information and IT/process support.  During the COVID-19 crisis this unit will be manned both remotely 

and at the office to provide support in MaineDOT employees to maintain remote access through telework 

and virtual meeting solutions. 

Critical Personnel ï  

¶ Cindy Owings-Hutchison, Assistant Director 

¶ Shawn Hembree, Dashboard Administrator 

¶ Mike Drolet, MaineDOT Records Manager 

 

GIS Services ï This unit provides GIS support, data processing and mapping technologies.  All 

employees in this unit are working remotely from home. 

 

Highway Management ï This unit provides asset management and processing of data for ARAN 

information as well as support for ivision and pavement data, along with prioritization of paving and 

reconstruction projects for the MaineDOT work plan.  Employees from this unit are working remotely 

from home. 

 

Bridge Management ï This unit provides asset management and processing of bridge information along 

with prioritization of bridge work within the MaineDOT work plan.  Employees from this unit are 

working remotely from home. 

 

Work Program Development ï This unit provides work plan development, federal reporting, STIP 

processing, Federal Grant preparation and management, and assists with issues concerning work program 

management.  This office will continue to be staffed for STIP maintenance and Federal Grant Prep. 

 

Critical Personnel ï 

¶ Ben Condon, Unit Director 

¶ Jen Grant, STIP Coordination and Federal Grant Management 

All other personnel are working remotely from home. 

 

Office operations are at or near full service.  Priorities in this environment are on providing remote access 

to employees so that they can practice social distancing.  Additionally, STIP maintenance and Federal 

Reporting will be ongoing. 
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Safety Office 

 Continuity of Operations Plan  

All Office of Safety staff could telework if provided with the appropriate equipment except for two crash 
records employees who either have no internet access or unstable internet access from their homes.  
Those two employees plan to continue to work from MaineDOT Headquarters unless the office is closed.  
Our Safety Engineering staff all have opportunities to conduct field safety/ADA assessments using their 
POVs for the short term which is part of their normal work responsibilities.   
 
Teleworking and Communication 
 
All Office of Safety staff are members of the MaineDOT Safety Office Microsoft Teams group for 
collaboration, communication, and file sharing whether they are working remotely or within the DOT 
headquarters building.  While working on their computers, all staff should be logged into MS Teams 
during this period unless they are on the road.   
 
Fully-Functional  ςSix members of the Safety Office have all the technology and sufficient internet 
access required to work remotely today:  Bob Skehan, Shawn MacDonald, Theresa Savoy, Dennis 
Emidy, Bob Knox, and Valerie Kamgue. 
 
Limited or No Function- Our remaining four office members are assigned desktop computers and would 
either need loaner laptops or remote desktop access so they could access their computers from their 
persoƴŀƭ t/Ωǎ ŦǊƻƳ ƘƻƳŜ ƻǊ ŜƭǎŜǿƘŜǊŜ ǘƻ ǘŜƭŜǿƻǊƪΦ  All four use MicroStation and other network apps 
regularly as annotated next to their names: 
 

¶ Jeff Pulver (MS, MapViewer, CRASH, OracleBI) ς Jeff can perform field road safety site 
assessments on his own and can be kept very busy doing those for the short term.  He would be 
a top priority for a laptop or remote desktop access as he has a solid internet connection at 
home and home office area from which to work.   

 

¶ Katherine Grinnell (MS, CRASH, OracleBI) ς Until Katherine has remote desktop access or a 
laptop, she could work on the Safety Office Website Upgrade in collaboration with Theresa 
Savoy, and update sections in the Crash Records Section Procedures Manual.  Getting Katherine 
access to CRASH and OracleBI would be a top priority for a longer-ǘŜǊƳ ǎƻƭǳǘƛƻƴ ōŜŎŀǳǎŜ ǎƘŜΩǎ 
one of the primary data report generators for the crash records unit she has a solid broadband 
connection at home. 

 

¶ Rachel Audet & Michelle Pelletier (MS, CRASH) - Rachel and Michelle can perform some work 
manually on HCL Drawings remaining to be updated by printing hardcopies of Crash Reports and 
Police Summaries and accompanying diagrams for 2014-2016 locations. Drawings would be 
done by hand and updated in MicroStation upon return to office if need be. Both seem very 
willing to continue to come to the office to work, especially if many others are gone, and neither 
thinks they have stable internet access or enough bandwidth at home.   
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Leadership Contingency Plan - All Office of Safety section managers currently have the ability to 
telework.  The following managerial/leadership backup relationships have already been discussed within 
our group if individual leaders within the Office of Safety become incapacitated due to Covid-19. 
 
Section   Manager   Primary Backup  Secondary Backup 
Safety Office  Bob Skehan   Dennis Emidy  Theresa Savoy 
Safety Eng.  Dennis Emidy   Bob Skehan  Theresa Savoy 
Crash Records  Shawn MacDonald  Bob Skehan  Dennis Emidy 
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MaineDOT Region 1 
Southern Region 

Continuity of Operations for Epidemic/Pandemic Scenarios 
11/13/2020 ς COVID-19 

Education of Employees  
Employees shall be educated on the signs and symptoms of COVID-19 using posters and safety 
meetings. Employees shall learn techniques of proper sanitizing and disinfecting of facilities, work areas 
and critical points that harbor exposure.  
All facilitates shall:  

Have disinfecting materials on hand:  
Hand Sanitizer; Small bottles in vehicles, large bottles or dispensers at all communal 
areas.  
Surface cleaners.  
Sanitizing Wipes  
Disinfecting Spray  

Sanitize twice daily, all communal surface areas with disinfecting cleaners, including but not 
limited to:  

Bathrooms  
Lunch/Break Tables  
Door Handles  
Hand Railings  
Cabinet Handles  

Any facility needing supplies shall coordinate with the Region Office to obtain.  
 
All personnel shall:  

Wear a face covering that covers the nose and mouth while in work status with the following 
exceptions.  

1. The employee is alone in a designated office or cubical  

2. The employee is the only person occupying the passenger compartment of a 
MaineDOT owned vehicle  

 3. The employee is eating food at lunch or break a. Office employees shall eat at their 
designated work station  

 b. Crew employees shall social distance while eating and are encouraged to eat 
in their personal vehicles, behind barriers, or significantly distanced from other 
employees  

 c. Face coverings shall be reinstalled as soon as active eating is finished.  

 d. Signs installed at road entrance to facilities communicating the need for face 
coverings.  

 
Wash or disinfect hands:  
After using restrooms  
Before and after eating or smoking  
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At the beginning and end of each shift  
Clean common equipment after each use, including but not limited to:  

Vehicle steering wheels and controls  
Handheld equipment  
Common use computers, keyboards, mice, and phones  

Minimize sharing of office equipment, such as computers and phones.  
 
All employees shall remain a minimum of 6 feet apart, this includes anytime two or more people occupy 
ŀ ǾŜƘƛŎƭŜΦ LŦ ǘƘŜ сΩ ƳƛƴƛƳǳƳ Ŏŀƴƴƻǘ ōŜ ƳŜǘΣ ƻƴƭȅ ƻƴŜ ƻǇŜǊŀǘƻǊ ǿƛƭƭ ōŜ ŀƭƭƻǿŜŘ ƛƴ ǘƘŜ Ǉŀǎǎenger 
compartment of any vehicle unless a plastic barrier separates the front and rear seat whereas the 
passenger will be required to occupy the rear seat, if applicable. Vehicles that allow employees to 
ƻŎŎǳǇȅ ǘƘŜ ǇŀǎǎŜƴƎŜǊ ŎƻƳǇŀǊǘƳŜƴǘ ŀƴŘ Ƴŀƛƴǘŀƛƴ сΩ ƻŦ separation (15 passenger vans) is allowable 
without a plastic barrier. All occupant shall wear a face mask that covers the nose and mouth.  
 
Employees shall wear protective gloves while pumping fuel, properly removing and disposing of them at 
fuel station receptacle as provided.  
 
Employees will be provided face coverings. Each employee shall be provided cleaning instructions for 
these coverings.  
 
In the event of an employee assigned to a crew shows symptoms of illness, the following steps shall 
occur:  

Employee notifies TCS/TCL  
Employee will be dismissed on sick or another HR approved leave immediately  
All surfaces and equipment used by effected employee shall be disinfected  
All common areas shall be disinfected.  
TCS/TCL informs management team  
TCS and TOM will coordinate duties to be covered  
Employee may return to service after symptoms have subsided without the aid of medication 
for 24 hours.  

 
In the event an employee tests positive for COVID ς 19  

Employee shall remain out of work until released by medical physician with documentation  
 
In the event of widespread illness to a crew, the following steps shall occur:  

Region will refer to individual camp plans located at R:\Region0\M&O\Public\$Common- 
MO\Continuity_of_Operations\Bureau and Regions\Region 1 Camp Plans  
TCS/TCL will coordinate with TOM to prioritize work and resources.  
Reassigned employees to the effected crew shall minimize personal contact with facilities and 
crew.  
TOM will coordinate with Region Management any issues impacting minimum Levels of Service.  

 
In the event of an employee assigned to the office shows symptoms of illness, the following steps 
shall occur:  
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Employee notifies Supervisor  
Employee will be dismissed on sick or another HR approved leave immediately  
Confidential and Supervisory personnel may work from home.  
All surfaces and equipment used by effected employee shall be disinfected immediately  
All common areas shall be disinfected.  
Region Management will coordinate duties to be covered.  
Employee may return to service after symptoms have subsided without the aid of medication 
for 24 hours.  

 
In the event of widespread illness that requires the closure of the Region Office:  

Region Management will perform essential duties from home including:  
Payroll Processing  
Dispatching Resources  
Region Management will coordinate with other Regions to disseminate workload of the 
following: 

Contract administration  
Invoice payments  
Permit and License Processing  

In the event that these processes cannot be outsourced to continue services they shall 
be suspended  

 
If someone in your home has been diagnosed with COVID-19, immediately check with a medical 
professional for guidance. Contact your supervisor if the medical direction will require you to be out.  
 
Distancing Practices  

Postpone Safety Day and other large gatherings to minimize potential risk of spread/ exposure.  
Utilize ZOOM or other digital meeting platforms to minimize potential risk of spread/ exposure.  

 
Additional Facilities of Special Concern:  

Casco Bay Bridge  
Florida Draw will be asked to follow their cleaning and disinfecting schedule.  
Region Management will coordinate with Florida Draw to maintain service.  
Should Florida Draw run out of resources, control tower will be disinfected and manned 
by MDOT personnel  
Should MaineDOT resources become exhausted, a detour will be activated, and the 
bridge will be left in an open position for marine traffic to pass. Signs specific to this 
detour are stored at the Dunstan Facility.  

Visitor Information Centers  
Contractors and members of the public shall be provided information on COVID-19, 
using signs requiring face coverings to enter and remind them of healthy practices  
Contractors shall diligently continue to follow cleaning and disinfecting schedules.  

Should contractors be unable to continue service, visitor information centers will be closed to protect 
employees and members of the public from exposure. 
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MaineDOT Region 2 
COVID-19 MaineDOT Regional Continuity of Operations Plan 

 
Critical Products, Services, and Suppliers 

¶ Parts and general supplies: Mancon & Grainger 

¶ Salt supplier: Harcros 

¶ Fuel (Gas & Diesel)/Fluids: Fleet Services 

¶ ±ŜƘƛŎƭŜ wŜǇŀƛǊΥ CƭŜŜǘ {ŜǊǾƛŎŜǎΣ hΩ/ƻƴƴƻǊΣ 5ŀƛƎƭŜ ϧ IƻǳƎƘǘƻƴΣ /ƭƛŦŦΩǎ /ƻƭƭƛǎƛƻƴ 

¶ Bridge Repair Supplies: A.H. Harris, Airgas, Maine-Oxy 

¶ Water: Nestle Water 

¶ Signs: Sign Shop 

¶ Trash Removal: Boothbay Regional Refuse, Sullivan Waste, Pine Tree Waste, Regional 

Rubbish 

¶ Port-a-Potties: AAA, Central Maine Septic, Foss, GA Downing 

¶ Electrical Services: Johnson & Jordan 

¶ Bridge Electrical Services: Cianbro 

¶ Bridge Hydraulic Services: Motion Industries 

¶ Plumbing Services: Girard Plumbing, Johnson & Jordan, Marathon Resource 

Management 

¶ Furnace Repairs: AAA Energy Services 

¶ Transfer Bridge Remote Control: Somatex 

¶ Transfer Bridge Repairs: Prock Marine 

¶ Ferry Service Facility Repair: Johnson & Jordan 

¶ Fire Extinguishers: AAA Fire Extinguisher 

¶ Concrete 

¶ HMA 

¶ Culvert Pipe 

¶ Tree services 

¶ Guardrail Services 

¶ Contracted equipment 
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Staffing 
 Critical Employees 

¶ Region Manager 

¶ Superintendent 

¶ Region Engineer 

¶ Region Traffic Engineer 

¶ HR Manager 

¶ Front Office Staff ς Office Manager, OA II 

¶ ¢haΩǎ 

¶ ¢/{Ω 

¶ ¢/[Ωǎ 

¶ ¢²Ωǎ 

¶ Bridge Operators 

  

Crew Camps 
 Camp Specific 

¶ Ensure employees have relevant information on COVID-19: 

https://www.cdc.gov/coronavirus/2019-ncov/index.html 
https://www.maine.gov/dhhs/mecdc/infectious-
disease/epi/airborne/coronavirus.shtml 

¶ Provide disinfectant cleaning supplies, and clean/disinfect daily all frequently touched 

surfaces in the workplace such as; workstations, countertops, doorknobs, steering 

wheels, toilet and sink handles and remote controls.  

¶ Provide disinfectant cleaning supplies, and routinely clean/disinfect all common 

equipment such as; tools, trucks, loaders, backhoes, excavators, steering wheels, 

equipment controls, and door handles. 

¶ Establish housekeeping assignment schedules to ensure frequency and strategy of 

disinfectant cleaning is appropriate. 

¶ Provide alcohol-based hand sanitizer in all common areas, and personal size for 

individual use, to the extent practical.  

¶ COVID-19 is highly susceptible to hand washing; encourage employees to wash hands 

frequently with soap and water for at least 20 seconds, especially after using the 

bathroom, before eating, after blowing your nose, coughing, sneezing, or touching your 

face. Always wash hands with soap and water if hands are visibly dirty, as opposed to 

using hand sanitizer.  

https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.maine.gov/dhhs/mecdc/infectious-disease/epi/airborne/coronavirus.shtml
https://www.maine.gov/dhhs/mecdc/infectious-disease/epi/airborne/coronavirus.shtml
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¶ Encourage employees to avoid touching eyes, nose, mouth, and face. Cover cough or 

sneeze with tissue, then throw tissue in the trash. 

¶ Encourage employees to limit the sharing of any personal items such as; pencils, pens, 

phones, etc. 

¶ Encourage employees to have a reliable contact person in the event they need to be 

transported home. 

¶ Isolate camps that have confirmed case(s) of COVID-19. Fax or scan necessary 

paperwork and documents, establish location outside of camp quarters for deliveries. 

 
 

Moveable Bridges 
 Bridge Specific 

¶ Ensure employees have relevant information on COVID-19: 

https://www.cdc.gov/coronavirus/2019-ncov/index.html 
https://www.maine.gov/dhhs/mecdc/infectious-
disease/epi/airborne/coronavirus.shtml 

¶ Routinely clean/disinfect all frequently touched surfaces in the workplace such as; 

workstations, countertops, doorknobs, and remote controls.  

¶ Routinely clean/disinfect all common equipment such as; computers, phones, radios, 

tools, equipment controls, door handles, and railings. 

¶ Establish housekeeping assignment schedules to ensure frequency and strategy of 

disinfectant cleaning is appropriate. 

¶ Provide alcohol-based hand sanitizer in all common areas, and personal size for 

individual use, to the extent practical.  

¶ Isolate bridges that have confirmed case(s) of COVID-19. Fax or scan necessary 

paperwork and documents, establish location outside of camp quarters for deliveries. 

Critical Infrastructure 

¶ Establish reǇƭŀŎŜƳŜƴǘ hǇŜǊŀǘƻǊǎΤ ¢²Ωǎ ŦǊƻƳ ƴŜƛƎƘōƻǊƛƴƎ ŎŀƳǇǎΣ ǘƻ ǘƘŜ ŜȄǘŜƴǘ ǇǊŀŎǘƛŎŀƭΦ 

 

 

 

 

  

https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.maine.gov/dhhs/mecdc/infectious-disease/epi/airborne/coronavirus.shtml
https://www.maine.gov/dhhs/mecdc/infectious-disease/epi/airborne/coronavirus.shtml
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MaineDOT Region 3 
Continuity of Operations Plan ς COVID-19 

 

I. General Policy 

a. Education 

i. The information provided by Maine may be found at: 

1. https://www.maine.gov/dhhs/mecdc/infectious-

disease/epi/airborne/coronavirus.shtml  

ii. Employees are advised to clean their hands with soap and water for at least 20 

seconds.  If soap and water is not available, hands should be cleaned with an 

alcohol-based hand sanitizer that contains at least 60-95% alcohol 

iii. Employees are encouraged to wear face masks, and 2 have been provided for 

each employee. 

iv. Visit the following CDC websites regarding coughing and sneezing etiquette and 

clean hands for more information 

v. Advise employees to recognize symptoms and stay home when you have them. 

vi. Review the symptoms of Covid-мф ŀƴŘ ǘƘŜ wŜƎƛƻƴΩǎ /ƻƴǘƛƴǳƛǘȅ tƭŀƴǎ ǿƛǘƘ ŀƭƭ 

Region employees. Send a signed copy to the Region Office 

vii. Update employee contact lists and ensure this information is readily available to 

supervisors 

b. Symptoms 

i. {ƛŎƪ ŜƳǇƭƻȅŜŜǎ ŀǎƪŜŘ ǘƻ Ŏŀƭƭ ƛƴ ŀƴŘ ƴƻǘ ǎƘƻǿ ǳǇ ŀǘ ǘƘŜ ŎŀƳǇ ŀƴŘ ǎŀȅ ǘƘŜȅΩǊŜ ǎƛŎƪ 

ii. If already on site, sick employees should cover their noses and mouths with a 

tissue when coughing or sneezing (or an elbow or shoulder if no tissue is 

available) 

iii. Ask employee with flu like symptoms (fever, body aches and cough) to go home 

until their fever has been over for 24 hours 

c. Sanitization 

i. Ensure small hand sanitizers are available to employees as available 

ii. Ensure ƭŀǊƎŜ ǎŀƴƛǘƛȊŜǊΩǎ ōƻǘǘƭŜ ŀǊŜ ǇƭŀŎŜŘ ƛƴ ōǊŜŀƪ ǊƻƻƳǎΣ ŀƴŘ ǿƘŜǊŜ ŜƳǇƭƻȅŜŜǎ 

might congregate 

iii. Disinfect/sanitize common equipment and tools, such as, loaders, hand tools, 

etc. after each use 

iv. Disinfect/sanitize bathrooms, kitchen and other common areas daily.  

v. Limit the sharing of personal items, pencils, phones, etc. 

vi. As supplies are running low, camps have been directed to use a bleach solution 

(1/3 cup per gallon of water) that is to be refreshed every morning 

d. Social Distancing 

i. Agree on an isolation area for each Facility 

ii. Remind all staff to avoid hand shaking 
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iii. Create secondary break room on 2nd floor to avoid cross contamination 

iv. Region office closed to public without prior appointment 

1. Any TCS/TCL needing office supplies, or to pick-up/drop-off paperwork 

will prearrange and do so in entryway only 

2. Any meetings with the public will be held in lower conference room. 

Visitors will enter and exit through conference room directly, without 

going through office 

v. Adhere to common public health hygienic recommendations by washing your 

hands after touching commonly used items or coming in contact with someone 

who is sick 

1. Proper hand washing includes scrubbing your hands for at least 20 

seconds with soap and water 

2. If soap and water is not available, hands should be cleaned with an 

alcohol-based hand sanitizer that contains at least 60-95% alcohol 

vi. Avoid touching your face, nose, mouth, and eyes 

vii. Practice proper coughing/sneezing etiquette 

viii. Properly dispose of anything that comes into contact with your mouth, such as 

tissues or plastic eating utensils 

ix. Avoid coming into contact with people displaying symptoms of illness 

x. If working in close proximity with others, attempt to keep a distance of 3 feet 

from the nearest person while working 

xi. All office and TCS to install and utilize instant messaging program (Microsoft 

Teams) to reduce need for some quick face to face meetings 

xii. aϧh ŜƳǇƭƻȅŜŜǎ ǿƛƭƭ ƻƴƭȅ ōŜ ŀƭƭƻǿŜŘ ƻƴŜ ǇŜǊǎƻƴ ǇŜǊ ǾŜƘƛŎƭŜΣ ǳƴƭŜǎǎ сΩ ǎŀŦŜ 

social distance can be maintained 

1. Region has rented three 15-foot passenger vans, along with 2 that are 

already in the Region to shuffle people to job sites 

2. Employees are allowed to use their personal vehicles if uncomfortable 

in a State vehicle 

e. After Exposure 

i. Notify your supervisor when calling in sick if you have flu like symptoms or if a 

family member has the flu. Usually employees will feel severely sick with a 

fever, fatigue and cough 

ii. Ensure employees have a contact person to pick them up if needed 

iii. ¢ƘƻǊƻǳƎƘƭȅ ŘƛǎƛƴŦŜŎǘκǎŀƴƛǘƛȊŜ ǘƘŜ ǎƛŎƪ ŜƳǇƭƻȅŜŜΩǎ ǿƻǊƪ ƭƻŎŀǘƛƻƴΣ ŎƻƳƳƻƴ ŀǊŜŀǎ 

and any work vehicle the employee drove 

iv. Continue thoroughly disinfecting/sanitizing common areas until the flu exposure 

limit has passed 

v. Restrict the work location, as much as practical, to employees already exposed 

to the flu 

vi. Notify the Region Office of a possible crew exposure 
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vii. Notify TOM when you cannot meet your minimum LOS due to employees being 

out sick 

viii. Supervisor contacts Region Office and activate Continuity Plan 

ix. ¢haΩǎ ǿƛƭƭ ǊŜŘƛǎǘǊƛōǳǘŜ ŜƳǇƭƻȅŜŜǎΦ  wŜŦŜǊ ǘƻ ǎǘŀǘŜǿƛŘŜ /ƻƴǘƛƴǳƛǘȅ tƭŀƴ ŦƻǊ 

priority routes 

II. Operations Continuity 

a. Region Office 

i. No one is allowed in Region office without contacting Region Manager and/or 

Superintendent first 

1. Staff in office will prepare items for quick pick-up 

2. Staff in office will sanitize after person leaves 

ii. Essential Work 

1. Permits 

a. Permits for utilities, highway openings, and access management 

should continue. Region Traffic Engineer and Region Engineer, 

along with Head Clerk are essential in producing these 

documents 

2. Bill Paying 

a. Payment of invoices is critical to ensure continued supply of 

materials, utilities, parts, and products. Head Clerk is essential in 

processing these 

3. Payroll 

a. Payroll is an essential function. TOMs, Superintendent, and 

Region Manager are essential in processing this 

4. Ca[κ²ƻǊƪŜǊΩǎ /ƻƳǇ !ŘƳƛƴƛǎǘǊŀǘƛƻƴ 

a. We must mainǘŀƛƴ ŜȄƛǎǘƛƴƎΣ ŀƴŘ ǇǊƻŎŜǎǎ ƴŜǿ Ca[ ϧ ²ƻǊƪŜǊΩǎ 

Comp information to meet Federal and State Guidelines. HR 

Specialist is essential in processing and tracking these 

5. MATS Administration 

a. MATS is a critical MaineDOT system for work reporting and 

crew payroll. Data TOM is essential in this operation 

iii. Essential Personnel 

1. Region Manager 

a. Denis Lovely will work from home if quarantined 

b. Tim Cusick will back up if Denis becomes unavailable 

2. Region Engineer 

a. Mark Hume will work from home 

b. Tim Soucie will back up if Mark becomes unavailable 

3. Region Superintendent 

a. Tim Cusick will work from home if quarantined 

b. Denis Lovely will back up if Tim becomes unavailable 
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4. Traffic Engineer 

a. Tim Soucie will work from home 

b. Mark Hume will back up if Tim becomes unavailable 

5. TOMs 

a. Bill Emery will work from home if quarantined 

b. Bob Holbrook will work from home if quarantined 

c. Mahlon Presby will work from home if quarantined 

d. Brian Haynes will work from home 

e. Kevin Davidson will work from home if quarantined 

f. All TOMs will back up if one becomes unavailable 

6. HR Specialist 

a. Sonya Fuller will work from home 

b. Bethany Mulcahy will back up if Sonya becomes unavailable 

7. Head Clerk 

a. Bethany Mulcahy will work from home 

b. Bethany will come into office twice a week to open mail and 

scan new work to herself and OAILΩǎ 

c. Main office phone line will be forwarded to Head Clerk, unless 

she becomes unavailable to work 

d. OAII Tracy Bonnevie and OAII Gabrielle Luce will work from 

home and will back up if Bethany becomes unavailable 

8. Work from home 

a. Some non-essential staff will work from home, including 

hŎŎǳǇŀǘƛƻƴŀƭ {ŀŦŜǘȅ {ǇŜŎƛŀƭƛǎǘΣ h!LLΩǎΣ /ƻƴǘǊŀŎǘ ¢/[ǎΣ ŀƴŘ 

Inventory & Property Associates 

b. We will ensure that employees who may need to work from 

home will have the capability to do so in advance 

c. Staff working from home will complete training courses shared 

by HR 

d. Working from home will have the following expectations: 

i. Approval to work remotely does not imply that a 

position is eligible for telecommuting 

ii. ¢ƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎŀƭŀǊȅΣ Ƨƻō ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΣ ŀƴŘ ōŜƴŜŦƛǘǎ 

will not change 

iii. The employee agrees to comply with all existing job 

requirements and expectations in effect while in the 

central worksite 

iv. Normal work hours are to remain the same while 

working from home, unless otherwise agreed upon by 

the supervisor 
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v. Employee will set-up and utilize call forwarding or 

voicemail 

vi. Employee will promptly notify supervisor when unable 

to perform work assignments due to equipment failure 

or other unforeseen circumstances 

vii. Management has the discretion to determine whether 

to allow working from ƘƻƳŜ ǿƘŜƴ ŀƴ ŜƳǇƭƻȅŜŜΩǎ 

dependents may be in the home during the working 

hours. If approved, time the employee spends caring for 

dependents or on other personal business will not be 

counted as time worked 

viii. The employee must gain pre-approval from supervisor 

prior to using any accrued leave 

ix. The employee should complete a work log to document 

work completed when working from home 

x. There should be regular check-ins during which the 

supervisor and employee review completed work and 

status of items in progress 

iv. Critical Supplies, Services, Products 

1. Office heating fuel, electricity, water, and sanitization on a set schedule 

are critical 

2. Region has enough salt within the Region to finish out the remainder of 

the 2019/2020 Season. Will need to re-address if situation runs into the 

2020/2021 Season 

3. Fuel & parts to be addressed by Fleet 

b. Crew Camps 

i. All camps closed to visitors 

1. TOMs and other staff who does not typically work in that camp will not 

visit camps unless emergency 

2. OSS will not visit camps 

ii. Crews will be working 4 10-hour shifts, with TOMs calling in someone if issues 

arise on Friday 

iii. Essential Work 

1. Road Treatment 

2. Road Maintenance 

iv. Essential Personnel 

1. With current staffing, we anticipate being able to maintain current LOS 

in the event that an entire camp is quarantined, with assistance from 

other crews and office TCLs 

a. If unable to maintain, we will focus on Priority 1 & 2 roads, and 

take care of Priority 3 & 4 roads as able 
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v. Critical Supplies, Services, Products 

1. Heating fuel, electricity, water, and sanitization on a set schedule are 

critical 

c. Movable Bridges 

i. None in Region 

d. Visitor Information Centers 

i. None in Region 
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MaineDOT Region 4 
COVID-19 Continuity of Operations Plan 

 

Operations Continuity 

Region Office 

Essential Work 

MATS Administration: We need to continue to document our work that is completed, 

and the hours worked by our crews. To accomplish this, we 

need to continue to utilize the MATS system and the Data TOM 

and Assistant Data TOM are critical to this function.  

Permitting: Processing of Utility Location, Highway Opening and Driveway 

and Entrance Permits will need to continue. The Senior 

Technicians overseeing these permit processes as well as the 

Region Engineer are critical to oversight of work being done by 

others within the highway right of way.  

Supervision: Continued supervision and oversight for overall crew 

operations, including Fleet, are needed when M&O is in an 

emergency situation. Crew based supervisors need information 

and a way to coordinate with other crews and Regions. The 

Transportation Resource Manager and the Transportation 

Operations Managers are critical to this function.  

Paying of invoices: It is critical that we pay our vendors in a timely fashion to 

continue receiving material, services and parts. The Office 

Associate II is critical for this function.  

Essential Personnel Region Manager; Transportation Resource Manager, Region 

Engineer, Region Traffic Engineer, TOMs, Technicians, HR 

Specialist, Clerk IV, Office Associate II, Safety Specialist, Contract 

Specialists. Encourage and facilitate telework where possible.  

  Critical Supplies & Services 

Heating Gas/Fuel and repair services  
Electric, water and sewer utilities 
Janitorial Cleaning services & supplies.  
IT Services 
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Equipment parts 

Crew Camps 
 

Essential Work  

Snow & Ice Control: This activity is essential and will continue to the best of our 

ability based on available drivers. Strategies that may be 

employed if there is a shortage of drivers include: 

ü Use other certified employees such as mechanics, 

supervisors Project Development employees and contracted 

retired employees to plow. 

ü Lengthen plow beats as much as practicably possible. 

ü Communicate with other Regions on sharing resources. 

ü Concentrate plowing efforts on priority 1 roads such as the 

Interstate.  

ü Move people from outlying crews to focus on the higher 

priority roads. 

ü Limit the level of plowing between 10:00 pm and 5:00 am.  

 

Equipment Maintenance:  

ü Based on available mechanics, prioritize repair of 

equipment to ensure equipment performing critical 

functions is repaired first. 

ü As needed, utilize equipment dealers to provide 

maintenance services. 

ü Communicate with other Regions and Fleet Services about 

sharing resources.   

ü Contract with retired mechanics to work in the garages. 

Emergency Response: 

ü MaineDOT crews will need to have the capability to respond 

to emergency situations to ensure public safety such as 

assisting State Police at accident sites, removing downed 

trees and assisting during floods.  

ü Perform as much general maintenance as possible 

(patching, brush cutting, sign maintenance) given crew size 

and social distance requirements.  

Disinfecting & Sanitizing 

ü Disinfecting and sanitizing of rest rooms multiple time a day 
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ü Disinfecting vehicles, equipment and tools after every use 

ü Disinfecting of frequently touched areas and flat surfaces 

Essential Personnel: Crew Supervisors, Crew Leaders, Transportation Workers, 
Mechanics 
 

Essential Supplies: Salt, sand, fuel, water, power, cleaning supplies and 

disinfectants, pavement/patch 

Social Distancing Strategies: 
ü Split up crews to groups of 10 and under by having different 

reporting areas in the am, monitor lunchtime conjugation 

and maintain separation at the end of the day.  

ü No more than 2 people per vehicle 

ü Conduct safety training within these small groups.   

 
Visitor Information Centers 

 

 Essential Work:  

ü Disinfecting and sanitizing of rest rooms multiple time a day 

ü Disinfecting of frequently touched areas and flat surfaces  

ü If unable to staff the information centers, encourage use of 

internet links to obtain travel/tourism related information. 

Essential Staff  Cleaning Contractors 

 

Essential Supplies: Fuel, water, power, cleaning & bathroom supplies and 

disinfectants 
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MaineDOT Region 5 
COVID-19 Continuity of Operations Plan 

General Policy 

 Education 

¶ Supervisors are to print and post any updated information related to the current 

coronavirus update that is sent out through official MaineDOT communication channels 

¶ Review the symptoms of Coronavirus and the Regionôs Continuity Plans with all region 

employees.    

¶ Any employee planning to travel out of the State of Maine should notify their supervisor, 

who in turn will notify the Region office with State or Country the employee plans to 

visit.  Based on current risk assessment from the CDC for that location, the employee 

may be asked to self-quarantine at home for the recommended days to ensure their safety, 

as well as the safety of their co-workers 

¶ Wash hands often with soap and water for at least 20 seconds. If soap and water are not 

available, use alcohol-based hand sanitizer. 

¶ Avoid shaking hands as a greeting.  
¶ Avoid touching your eyes, nose, and mouth with unwashed hands. 

¶ Avoid close contact with people who are sick. 
¶ Stay home when you are sick. 

¶ Cover your cough or sneeze with a tissue, then throw the tissue in the trash. 
¶ Clean and disinfect frequently touched objects and surfaces.  

¶ Limit the sharing of personal items, pencils, phones, etc. 

Symptoms 

 Fever 

 Cough 

 Shortness of breath 

 Sanitization 

¶ Ensure small hand sanitizers are available to employees as requested (as availability 

allows) 

¶ Ensure large sanitizerôs bottle are placed in break rooms, and where employees might 
congregate (as availability allows) 

¶ Wipe steering wheels, controls, and handles of vehicles after each use.  

¶ Clean common equipment and tools, such as, loaders, hand tools, etc. after each use. 

¶ Clean bathrooms, kitchen and other common areas daily.  

¶ In the event commercial cleaning supplies are not available, a solution of 1/3 cup of 

bleach per gallon of water will be used to disinfect areas.  This bleach/water mixture has 

a shelf life of approximately 24 hours so only mix up as much as you plan to use in a day. 

¶ Employees need to be aware of any requirements of the SDS sheets for the cleaning 

materials they are using.  Specifically, latex gloves should be worn when cleaning and 

any other PPE recommended by the SDS sheet 
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¶ Supply small hand sanitizer, large hand sanitizers and spray bottles to employees (as 

available) 

¶ Ensure all common surfaces (door handles, break room, bathroom) are wiped down daily 

with a cleaner that will kill the coronavirus (reference CDC website for guidance) 

 

 

 Social Distancing 

As much as practical, hold virtual meetings by phone or Skype as opposed to large 

gatherings.  In accordance with current guidance from the Governorôs office, no 

gatherings larger than 10 people will be held. 

 

 After Exposure 

¶ If someone in your home has been asked by Maine CDC to self-monitor for symptoms, 

follow the precautions outlined above and self-monitor as you go to work. If you prefer to 

request vacation, comp time or sick leave during this period, such request may be granted 

based on operational need. If the person in your home becomes symptomatic, please check 

with a medical professional for guidance. Contact your supervisor if medical direction will 

require you to be out. 

¶ Management may ask employees with flu like symptoms (fever, body aches and cough) 

to go home until their fever has been over for 24 hours.  Employees may be asked for a 

doctorôs note prior to their return to work. 

¶ Notify your supervisor when calling in sick if you have flu like symptoms or if you have 

tested positive for coronavirus.  

¶ Supervisor contacts Region Management (Region Manager or Personnel Manager) to 

advise and discuss next appropriate actions. 

¶ Thoroughly clean the sick employeeôs work location, common areas and any work 
vehicle the employee drove. 

¶ Continue thoroughly cleaning common areas until the exposure limit has passed. 

¶ Restrict the work location, as much as practical, to employees already exposed to the 

virus.  

¶ Based on circumstances, consider limiting the number of employees who operate a piece 

of equipment (e.g. have one employee run the loader rather than having everyone load 

themselves during a storm) 

¶ Update employee contact lists and ensure this information is readily available to 

supervisors.  

¶ Ensure employees have a contact person to pick them up if needed. 

¶ Notify the Region Office of a possible crew exposure 

¶ Notify TOM when you can not meet your minimum LOS due to employees being out 

sick ï TOM will work with other management staff to reallocate staff, if necessary 

¶ Employees who come to work who are obviously ill or who say they are not feeling well 

may be asked to go home until such time as they have no symptoms 
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Operations Continuity 

 Region Office 

  Essential Work 

¶ Staff that can work from home (Region Manager, Region Engineer, Superintendent,  

TOMs, OSS, Region Traffic Engineer, Personnel Specialist) will ensure that they have 

the RSA token on their laptops and that it works from their home in the event that the 

Region office has to be closed.  As requested and approved, employees will be allowed 

to work from home. 

 

   

 

Crew Camps 

  Essential Work 

Our core mission during this time of year is plowing snow and ensuring the safety 

of the travelling public. 

  Essential Personnel 

  TCS, TCL, TWôs 

  Critical Supplies, Services, products 

  Cleaning supplies that will enable crews to properly sanitize their work areas 

  Snow and ice control materials (salt, sand, liquids) 

In the event that salt supply chains break down, the Region has enough 

salt on hand to get through the rest of the winter by focusing salt use on 

the Interstate and Priority 1 roads and utilizing sand on other roads 

 

 Interstate Rest Areas 

  Essential Work 

¶ Continue to clean and disinfect as specified in the existing contract (most common areas 

and surfaces are cleaned and disinfected four times per 8 hour shift) 

¶ In the event of an outbreak that significantly affected the Region or the State, consider 

closing the Medway Rest Area after consulting with Augusta HQ 

  Essential Personnel 

 Interstate rest areas are staffed by a contractor.  In the event that the contractor is no 

longer able to provide service, the rest area could be closed, or staffed with MaineDOT staff. 

   

Essential Supplies, Services, products 

 The continued availability of cleaning and disinfecting supplies are critical to the 

operation of the rest area.  In the event these products are no longer available, the rest area may 

need to be closed. 
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Appendix B 
 
 

Social Distancing Strategies 
 

¶ Encourage employees to adhere to CDC Steps to prevent the spread of COVID-19 

o https://www.cdc.gov/coronavirus/2019-ncov/about/steps-when-sick.html  

Á Encourage employees to avoid larger group gatherings and maintaining approximately 

six feet from others when possible. 

Á Agree on an isolation area for each Facility 

Á Remind all staff to avoid hand shaking 

Á Create secondary break room to avoid cross contamination 

Á Adhere to common public health hygienic recommendations by washing your hands 

after touching commonly used items or coming in contact with someone who is sick 

¶ Proper hand washing includes scrubbing your hands for at least 20 seconds with 

soap and water 

¶ If soap and water is not available, hands should be cleaned with an alcohol-

based hand sanitizer that contains at least 60-95% alcohol 

Á Avoid touching your face, nose, mouth, and eyes 

Á Practice proper coughing/sneezing etiquette 

Á Properly dispose of anything in contact with your mouth, such as tissues or plastic 

eating utensils 

Á Avoid contact with people displaying symptoms of illness 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.cdc.gov/coronavirus/2019-ncov/about/steps-when-sick.html
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Appendix C 
 

DƻǾŜǊƴƻǊΩǎ hŦŦƛŎŜ DǳƛŘŀƴŎŜ 
 

Dated 12/3/20 

With Gratitude, Important Employee Information for 2021 
Dear State of Maine Employee, 
  
I hope that you had a safe and restful Thanksgiving Holiday. I know these last few months have been 
difficult and that you may have been unable to take deserved time away from work during the ongoing 
pandemic. Please know that your efforts to provide critical services to Maine people, especially during 
these trying times, is deeply appreciated. With gratitude for your efforts and in support of your health 
and well-ōŜƛƴƎΣ L ŀƳ ǇƭŜŀǎŜŘ ǘƻ ŀƴƴƻǳƴŎŜ ǘƘŀǘ Ƴȅ !ŘƳƛƴƛǎǘǊŀǘƛƻƴ Ƙŀǎ ŎƻƭƭŀōƻǊŀǘŜŘ ǿƛǘƘ ǘƘŜ ǿƻǊƪŜǊǎΩ 
unions on a number of employee enhancement provisions for next year. 
  

All State Employees Can Carry-Over Unused Vacation Time to 2021  
All State employees will be able to carry-over all unused vacation time from 2020 into 2021, even if 
vacation time exceeds the typical maximum accrual. Recognizing that detaching from work to rest 
ŀƴŘ ǊŜŎƘŀǊƎŜ ŘǳǊƛƴƎ ǘƘŜ ǇŀƴŘŜƳƛŎ ƘŀǎƴΩǘ ŀƭǿŀȅǎ ōŜŜƴ ǇƻǎǎƛōƭŜΣ ŜǾŜƴ ǘƘƻǳƎƘ ǿŜ ŜƴŎƻǳǊŀƎŜ ƛǘΣ ǘƘƛǎ 
provision is offered in gratitude for the many State employees who have been unable to take time 
off while shouldering their increased workload during the COVID-19 pandemic. (Details here.)  
  
!ƭƭ {ǘŀǘŜ 9ƳǇƭƻȅŜŜǎ ǘƻ wŜŎŜƛǾŜ {ƛŎƪ [ŜŀǾŜ ά¦Ǉ CǊƻƴǘέ - Stay Home If You Feel Sick  
!ǎ ȅƻǳ ƪƴƻǿΣ {ǘŀǘŜ ǿƻǊƪ ǊǳƭŜǎ ǊŜǉǳƛǊŜ ǘƘŀǘ ȅƻǳ ά²ŀƛǘΗέ ŀƴŘ ŘƻƴΩǘ leave your home if you feel sick. 
This is so important in our fight against COVID-19. To that end, for 2021, all State employees will 
ǊŜŎŜƛǾŜ ǘƘŜƛǊ ǎƛŎƪ ƭŜŀǾŜ άǳǇ ŦǊƻƴǘέ όǊŀǘƘŜǊ ǘƘŀƴ ŜŀǊƴƛƴƎ ǎƛŎƪ ƭŜŀǾŜ ƻƴ ŀ ōƛ-weekly basis) in case you 
need to use it. Please, I urge you, use your sick time to stay home if you are feeling unwell. 
(Details here.)  
  
/h±L5ŎŀǊŜ !ŘƳƛƴΩ [ŜŀǾŜ !ǾŀƛƭŀōƭŜ ǘƻ 9ƳǇƭƻȅŜŜǎ  
In recognition of the hardships caused by COVID-19, I am launching COVIDcare for State employees 
in 2021. Eligible State employees may use up to 80 hours of paid COVIDcare administrative leave if 
quarantining or isolating as a result of COVID-19, when caring for someone with COVID-19, or for 
COVID-19 related childcare issues. (Details here.)  
  
Leave Time Flexibility  
My Administration will continue to allow employees to use their sick time or other paid time off if 
experiencing childcare issues due to COVID-19. (Details here.)  
   
Contractual Pay Raises Effective January 3rd  
¢ƘŜ ϦŀŘŘκŘǊƻǇέ ǇǊŜǾƛƻǳǎƭȅ ƴŜƎƻǘƛŀǘŜŘ ŦƻǊ ōŀǊƎŀƛƴƛƴƎ ǳƴƛǘ ŜƳǇƭƻȅŜŜǎ ǿƛƭƭ be processed next month 
per contractual obligations, with the improved hourly rates effective as of January 3, 2021. 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fnode%2F135&data=04%7C01%7CClifton.W.Curtis%40maine.gov%7C7ebada224823452ff32208d897c02fed%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637426201315539721%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=%2FHMkY5kHKVUywIbXwSPr6Rx3d2zxdNOYZIOhxbQirDo%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fnode%2F135%23Vacation&data=04%7C01%7CClifton.W.Curtis%40maine.gov%7C7ebada224823452ff32208d897c02fed%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637426201315549676%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=9zSmUx97ISTSbHkrcRE%2FTeU8rjS46KDw6%2BNHPfsXV0E%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fnode%2F135%23Sick&data=04%7C01%7CClifton.W.Curtis%40maine.gov%7C7ebada224823452ff32208d897c02fed%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637426201315549676%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=DBFMSfMsI7v5jBteZg6kl%2Fmu1jKsQ0ylj6%2B3jW7lGGM%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fnode%2F135%23Admin&data=04%7C01%7CClifton.W.Curtis%40maine.gov%7C7ebada224823452ff32208d897c02fed%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637426201315559634%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=yIAP2%2FxQ3dGnV8PDnUg%2FVQZR86lQKDUe00EoYJcj88k%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fnode%2F135%23Flexibility&data=04%7C01%7CClifton.W.Curtis%40maine.gov%7C7ebada224823452ff32208d897c02fed%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637426201315559634%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=Kg%2FRWRvFdWafWi8witOZjB848OU1ha5IbEWVzFNHNyQ%3D&reserved=0
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ConfidŜƴǘƛŀƭ ŜƳǇƭƻȅŜŜǎ ǿƛƭƭ ǊŜŎŜƛǾŜ ǘƘŜ ǎŀƳŜ άŀŘŘκŘǊƻǇέ ǊŀƛǎŜΣ ŀƭǎƻ ŜŦŦŜŎǘƛǾŜ ƻƴ WŀƴǳŀǊȅ оΣ нлнмΦ 
(Please note: Appointees and electeds will not receive this raise as originally 
planned.) (Details here.)  
  

I hope that these initiatives will make it a little easier for you and yours to stay healthy ς as we all do our 
part in the fight against COVID-19.   
  
I also want to take a moment to update you on our remote work policy during inclement weather:   
  
In general, storm delays or cancelations are meant to keep people off the roads to allow our public 
safety personnel to do their jobs and keep us all safe. In inclement weather, any storm delay or 
cancelations for State employees will be announced via the Citizen Alert System (sign up today!), the 
State weather announcement line at 207- 624-7546, or local TV and radio stations. Absent a commute, 
teleworkers are expected to work even in the event of a storm delay or cancelation; please plan ahead 
for this.  

  
Every day I am grateful for your commitment to public service even during these challenging times. It is 
my honor to serve alongside you as Governor of the Great State of Maine.  
  
Please, keep the faith and stay safe.   

 

 

Dated 11/19/20 

With COVID -19 Cases Rising, Mills Administration Announces More Public Health and 

Safety Measures 

Starting tomorrow, certain businesses statewide will close every day by 9:00 PM; Keep 

Maine Healthy Program Extended; Additional Walgreens Testing Sites Open  

Following an alarming increase in COVID-19 cases, hospitalizations, and positivity rates 

in the State of Maine, the Mills Administration today announced new measures to 

mitigate the spread of this deadly virus. 

Beginning tomorrow, Friday, November 20, 2020, through Sunday, December 6, 2020, all 

outdoor and indoor amusement venues, movie theaters, performing arts venues, 

casinos, and businesses that provide seated food and drink service, including social 

clubs, restaurants, and bars and tasting rooms currently open for outdoor service, will 

close for the night by 9:00 p.m. This limit on hours is designed to limit extended 

gatherings at a time when many students and family members are returning to Maine 

and at a time when social gatherings are more common, both of which will likely lead to 

more COVID-19 transmission 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fnode%2F135%23Raise&data=04%7C01%7CClifton.W.Curtis%40maine.gov%7C7ebada224823452ff32208d897c02fed%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637426201315569588%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=c%2Fvk1PDDXLq8tYLz4tD76mqv7%2BmsLhfjUxAbzdLNX3A%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fportal%2FCAS%2F&data=04%7C01%7CClifton.W.Curtis%40maine.gov%7C7ebada224823452ff32208d897c02fed%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637426201315569588%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=VRnMN3RdvlrWriu8bFVj0ik12aCtJl1a3hRLqOfubKE%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fnode%2F135%23Storm&data=04%7C01%7CClifton.W.Curtis%40maine.gov%7C7ebada224823452ff32208d897c02fed%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637426201315579545%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=ZRnj7A2VUoPFI0Bz7PH9eNFS9jbHbaWNp6ehac0pkMo%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fnode%2F135%23Storm&data=04%7C01%7CClifton.W.Curtis%40maine.gov%7C7ebada224823452ff32208d897c02fed%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637426201315579545%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=ZRnj7A2VUoPFI0Bz7PH9eNFS9jbHbaWNp6ehac0pkMo%3D&reserved=0
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Dated 11/13/20  

Ahead of Holiday Season, Mills Administration Announces Massachusetts No Longer 

Exempt from Quarantine or Negative Test Requirement. 

The Mills Administration announced that, effective Monday, November 16, 2020, Massachusetts 

is no longer exempt from Maineõs quarantine or negative test requirement. People coming here 

from Massachusetts must either quarantine for 14 days or receive a negative COVID-19 test with 

a sample taken no longer than 72 hours from arrival in Maine. This protocol applies to Maine 

residents returning from Massachusetts or another of the non-exempt states. 

 

Dated 7/10/2020 

Thank you for your continued efforts for Maineôs citizens. 

Below, please find some new (well, new from this format) information and some 

reminders, in similar style to the email sent in April .   
 

 New Information 
 

  Here is a State of Maine Employee Guide with guidelines all employees must 

follow. Please be sure to check it out and refer to it at home and at work. It 

includes the important message STAY HOME if you are sick; provides a self-

monitoring daily checklist; reminds us to wear face coverings and maintain 

distance; and more. Thank you for following the work rules and guidance to ensure 

the health and safety of all employees. 

  

¶ The Eastside Wellness Center in Augusta and the Bangor Wellness Center 

have closed effective June 30. We had to consider the significant operating 

costs for these centers, the approaching end date of the current vendor 

contract, and the COVID-related changes that would need to be made.  The 

wellbeing of our workforce remains a priority.  As a reminder, the State 

offers several wellness options for employees and retirees. The gym 

reimbursement program has restarted effective July 1; Anthem health and 

fitness discounts are available for plan participants; and there is a Silver 

Sneakers program for retirees. You can find more information about these 

programs on the Employee Health & Benefits website.  

¶ Many Maine employees, like employees across the nation, are victims of a 

scheme targeting state unemployment program funds. The scheme includes 

the filing of fraudulent unemployment claims using stolen personal 

data.  This is our personal information that has been hacked from any 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FApril%252015%2520State%2520Employee%2520Email%2520-%2520Bullets%2520and%2520Links.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855715982678&sdata=l4CxOfGt%2F0eyUoSjGeE6XP5u1mg3sN0Zw09rVO3I7yw%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FState%2520of%2520Maine%2520Employee%2520Guide%2520-%2520COVID19%2520%25281%2529.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855715982678&sdata=VhAUadEHHySbdVnCwTKRnvdnhw0C4ulOX9mu8LiQryM%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fwellness%2Fgym-membership-reimbursement&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855715992672&sdata=oIssuoeZfDjaUCMfG8Azv1U3H7I8q%2FBLAAT80gqGPF4%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fwellness%2Fgym-membership-reimbursement&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855715992672&sdata=oIssuoeZfDjaUCMfG8Azv1U3H7I8q%2FBLAAT80gqGPF4%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fsites%2Fmaine.gov.bhr.oeh%2Ffiles%2Finline-files%2Fanthem-discounts-2019_0.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855715992672&sdata=4mG1%2BDwvRdvEgjVBBNQjKF86rorQgLvJb4f15GXhoBs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fsites%2Fmaine.gov.bhr.oeh%2Ffiles%2Finline-files%2Fanthem-discounts-2019_0.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855715992672&sdata=4mG1%2BDwvRdvEgjVBBNQjKF86rorQgLvJb4f15GXhoBs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftools.silversneakers.com%2F&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716002669&sdata=L2%2BKz7A3TTEkGqen0o74A1MGgqNljhEkdLN8%2B2yzM78%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftools.silversneakers.com%2F&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716002669&sdata=L2%2BKz7A3TTEkGqen0o74A1MGgqNljhEkdLN8%2B2yzM78%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fwellness&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716002669&sdata=04BBIpDtEmM%2FrjZcG4Aht%2BzEkvlgzyhjvOClTPM8kxQ%3D&reserved=0
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number of sources that lives on the ñdark web.ò  This is a complex criminal 

scheme; this is not a hack of our state systems. DAFS and the Department of 

Labor have established a notification process for state government 

employees who are impacted by this scam. As DOL becomes aware of a 

state employee falling victim to a fraudulent claim, they will inform the 

Bureau of Human Resources, who will in turn contact the employee to 

provide information and links to resources that help protect your identity.  If 

you believe you may have had a false unemployment claim filed using your 

identity, please immediately contact your Bureau of Human Resources 

professional and the Maine Department of Labor at: 

https://www.maine.gov/unemployment/idtheft/. 

¶ To minimize the spread of the coronavirus, thereôs more to consider when 

traveling across state borders.  Here is an FAQ issued by Maine DHHS on 

the ñstanding orderò regarding COVID-19 testing. 

¶ Please donôt bring your own cleaning products into the office. If there is a 

specific workspace that needs additional cleaning, please let your Building 

Contact know; PMD will make every effort to accommodate requests. An 

agency may order approved disinfectant wipes and hand sanitizer (as well as 

masks and gloves) through the Division of Procurement Services.  

¶ Because of service changes caused by the pandemic, the State will allow 

Flexible Spending Account (FSA) participants to change their annual 

election amounts from July 6 through August 15, 2020. Changes will 

become effective as soon as administratively feasible (there may be a lag 

based on election change timing). FSA members are not allowed to decrease 

their annual elections below what theyôve been reimbursed but have not yet 

paid in payroll deductions. Members wishing to change their FSA elections 

should email info.benefits@maine.gov.  

  

¶ 7,150 state employees completed the Transition Survey (thank you!). Hereôs 

some information about fuel emissions and miles traveled weôve saved by 

working from home. To view the survey summary, click here.  

As A Reminder  
¶ Work with your supervisor to determine the best time to attend one of the 

MS Teams training events listed below to learn more about the 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Fstate-hr-professionals%2FHuman-Resource-Contacts&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716012663&sdata=4d8UwlrgMawNJRe8ckGiXZswfXHxckP17OgHB08qb2A%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Funemployment%2Fidtheft%2F&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716012663&sdata=Oa36f027ud7D4PfuW7Zo336acwIoO2F4v40B1pSMwdk%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FTesting%2520FAQs-June18.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716022657&sdata=nFhazCaKT675UADbTvKMsAz4TXKlD6cM6ZzEFZeDRMo%3D&reserved=0
mailto:info.benefits@maine.gov?subject=FSA%20Election%20Update
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FMileageAnalysis_2020.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716022657&sdata=lfivDLvnTSAysoGWx3A%2F5RIlKh49b6wPTrnBVyS1ZX8%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FMaine%2520State%2520Government%2520Workforce%2520Transition%2520Survey%25202020.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716032662&sdata=sCthXx%2FCuFYFo5uZH6faEPg8kuMUDXFhKPV5z7M2Y9o%3D&reserved=0
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Classification and Compensation Study and how to complete a job 

description questionnaire (ñJDQò). Find more information about this study 

in the Statewide email I sent out on July 1. In addition, FAQ (Frequently 

Asked Questions) and a recorded presentation will be posted at this Intranet 

site: http://inet.state.me.us/dafs/class-comp-study/index.html. If you require 

an accommodation for either the presentation or the JDQ, please reach out to 

the EEO Coordinator in your human resource office.  

Monday July 13:                     1:30 pm ï 3:00 

pm:     https://tinyurl.com/yd6bbv2m 

Tuesday July 14:                     9:00 am ï 10:30 

am:   https://tinyurl.com/y7r7xybb 

Tuesday July 14:                     2:00 pm ï 3:30 

pm:     https://tinyurl.com/y8444vrz 

  

¶ Vacation accrual maximums have been temporarily increased for all 

bargaining unit employees through December 31, 2020.  The new temporary 

accrual maximums do not adjust the contractual maximum amount of 

vacation that can be paid out to an employee upon termination ï those 

remain unchanged. The temporary maximums are through December 31, 

2020.  In January 2021, we revert back to the maximums in the applicable 

contracts, and time over the maximum will be lost.   

  

¶ As of June 26, 53 percent of Maine people have self-responded to the 2020 

census! Nearly 39 percent of those people took the census online. If you 

know people who havenôt completed it yet, remind them: Itôs Safe, Itôs Easy, 

and Itôs Important! 

¶ The Health Premium Credit Program deadline for this yearôs Program is 

extended to September 30, 

2020.  https://www.maine.gov/bhr/oeh/benefits/health-premium-credit 
 

¶ Always remember to wash your hands, maintain physical distancing, and 

wear your face covering in and out of the workplace.   

¶ Statewide COVID-19 information may be found on the Governorôs 

website: https://www.maine.gov/covid19/ 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FClassificationandCompensationAnnouncement.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716032662&sdata=kMbXXO69qAkLkxiiQ24GGS2eiLSp72j2yqbEmwo0r%2B8%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Finet.state.me.us%2Fdafs%2Fclass-comp-study%2Findex.html&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716042645&sdata=WTlrQhbWFzrJCLpifvGbtP1N4jLB9qhkXgKAZFa4Dk4%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Fstate-hr-professionals%2FHuman-Resource-Contacts&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716042645&sdata=89zJQvnbNMBIKe%2B%2ByzNiKG0CRFqNuNPn2FjAK9%2Fo1wY%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftinyurl.com%2Fyd6bbv2m&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716052637&sdata=9DICz1Jd49UxyM0ktCsDMvXNHvN6syHn9JWQXneGn2Q%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftinyurl.com%2Fy7r7xybb&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716052637&sdata=QeP%2FneTmDp%2FoG0JV3Z%2FOzs3AxN7FuBp%2BgE%2BdfFAsScM%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftinyurl.com%2Fy8444vrz&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716062633&sdata=ZFPaHFiihlfqHnB8t70%2Fbaos64oDF73lZcUeZ99EUus%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmy2020census.gov%2F&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716062633&sdata=Yrd34ILwfgZ75PFYhyBIdAN%2FRgkAB9jc245IA8cwrPU%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmy2020census.gov%2F&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716062633&sdata=Yrd34ILwfgZ75PFYhyBIdAN%2FRgkAB9jc245IA8cwrPU%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fbenefits%2Fhealth-premium-credit&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716072626&sdata=B%2BaC9b761dYQUhe6ccOURta%2BgJ0zxl8syuWBDqx9Rek%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fbenefits%2Fhealth-premium-credit&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716072626&sdata=B%2BaC9b761dYQUhe6ccOURta%2BgJ0zxl8syuWBDqx9Rek%3D&reserved=0
https://www.maine.gov/covid19/
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¶ For state employee-specific links and 

updates:  https://www.maine.gov/dafs/covid-19 

 

 

Dated 5/27/20 

Administration restricts reopening of restaurants in Androscoggin, Cumberland and York 

Counties to outside service only 

Governor Janet Mills today announced an update to her Administrationõs plan to restart 

Maineõs economy as the state approaches the scheduled June 1 start date for Stage 2 of 

the plan. 

The Mills Administration announced today that it is postponing the full reopening of 

restaurants for dine-in services in York, Cumberland, and Androscoggin counties. 

Restaurants in these counties were tentatively scheduled to reopen to dine-in services 

on June 1 (Stage 2) but are now restricted to reopening to outside dining service only 

beginning on that date in addition to continuing to provide take -away and delivery 

services. The decision to limit their reopening comes amidst an increase in 

hospitalizations as well as an increase in case counts in these three counties, both of 

which are metrics monitored  by the Maine Center for Disease Control and Prevention 

(Maine CDC). A date for the reopening of dine-in services in these counties is yet to be 

determined. 

òGiven the trends we are seeing in certain parts of Maine, our Administration is revising 

the plan to align with what is in the best interest of public health. To that end, rather than 

permitting dine-in services in Androscoggin, Cumberland, and York Counties as we had 

originally planned, we will be allowing outside dining only with precautions, a move we 

believe is safer for the health of Maine people and that balances the economic needs of 

these businesses,ó said Governor Mills. 

In the wake of this change, the Department of Health and Human Services and the 

Department of Administrative and Financial Services, which have licensing authority, are 

streamlining and expediting approval of licenses to facilitate outside -only dining.  

Aside from this update, Stage 2 will move forward as planned. This means that on June 1 

restaurants in Penobscot County will be allowed to voluntarily reopen for both indoor 

and outdo or dining services with strict health and safety precautions, joining the twelve 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fcovid-19&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C23ca7fafaefc40d3f1a708d824d6fdab%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637299855716082623&sdata=fXn4%2B8akNHTDJIFlwmkLaim0VSr6xh%2FWiLUdrSP1yts%3D&reserved=0
https://www.maine.gov/dhhs/mecdc/infectious-disease/epi/airborne/coronavirus.shtml
https://www.maine.gov/decd/sites/maine.gov.decd/files/inline-files/COVID%20Checklist%20for%20ME%20Phase%201%20Restaurants-1.pdf
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other rural counties where such establishments have been permitted to reopen as part 

of the Governorõs rural reopening plan. Although Penobscot County has been identified 

as an area with community transmission, the decision to allow it to reopen as scheduled 

results in part because the county has not had more than three new cases a day since 

April. 

Additionally, on June 1, retail businesses in York, Cumberland, Androscoggin, and 

Penobscot counties ð counties where these businesses have been closed to indoor 

shopping ð will also be permitted to voluntarily reopen, also with strict, sector-specific 

health and safety precautions. These businesses now join those in the other twelve 

counties permitted to reopen as part of the Governorõs rural reopening plan. 

The Administration contin ues to closely review the status of gyms, fitness centers, and 

nail salons, the reopening of which were paused last week as a result of concerns about 

the transmission of the virus in these settings. View a complete outline of Stage 2 with 

COVID-19 Prevention Checklist guidance. 

òWe recognize this is an incredibly difficult time for the business community, and we will 

do all we can to work collaboratively to develop solutions that keep people safe and create 

opportunities for businesses,ó said Heather Johnson, Commissioner of the Department of 

Economic and Community Development. òWe believe that is what we have done here, and 

we will continue to examine similar opportunities moving forward.ó 

Throughout the reopening process, Maine CDC has monitored epidemiological data, 

including case trends, hospitalization rates, and reports of COVID-like symptoms, as well 

as health care readiness and capacity. The Administration also continues to evaluate 

standards outlined in the Governorõs reopening vision statement, such as testing 

capacity and the Stateõs ability to conduct contact tracing. It is a review of these metrics 

in their totality and in context, as opposed to the daily change of a single metric, that 

informs decisions. Decisions also take into account the insight of Maine CDC 

epidemiologists; for example, whether an increase in cases is related to an outbreak in a 

congregate living facility or to spread among close contacts of a previous positive case. 

In the past two weeks, Maineõs count of confirmed COVID-19 cases has increased and 

there has been an uptick in hospitalizations. However, Maineõs hospital capacity and 

readiness ð including the availability of ICU beds, non-ICU beds and ventilators ð 

remains adequate. 

https://www.maine.gov/governor/mills/news/governor-mills-introduces-rural-reopening-plan-2020-05-08
https://www.maine.gov/decd/sites/maine.gov.decd/files/inline-files/COVID%20Checklist%20for%20ME%20Phase%201%20Retail%20Business-1.pdf
https://www.maine.gov/decd/sites/maine.gov.decd/files/inline-files/COVID%20Checklist%20for%20ME%20Phase%201%20Retail%20Business-1.pdf
https://www.maine.gov/decd/covid-19-prevention-checklists
https://www.maine.gov/decd/covid-19-prevention-checklists
https://www.maine.gov/governor/mills/news/governor-mills-outlines-vision-gradual-safe-reopening-maines-economy-2020-04-23
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òData and science continue to guide Maineõs public health response to COVID-19,ó said 

Dr. Nirav D. Shah, Director of the Maine Center for Disease Control and Prevention. 

òExpanded testing capacity and enhanced contact tracing add to our analytical toolkit as 

we review daily fluctuations in metrics and longer-term trends.ó 

Adjusted for pop ulation size, as of today, Maine ranked tenth lowest in the nation in 

terms of positive cases; 39th in the nation in terms of deaths; 30th in terms of patients 

ever-hospitalized out of the 35 states reporting; and 17th in the percentage of people 

who have recovered out of the 41 states reporting. 

Recently, the Mills Administration has more than tripled the Stateõs testing capacity 

through a partnership with IDEXX, eliminated its testing prioritization system  to allow 

anyone suspected of having COVID-19 to be tested, recommended universal testing in 

congregate living situations  after a single confirmed case, expanded the Stateõs contact 

tracing system, and announced the deployment of Federal funds to expand the Stateõs 

lab capacity, bolster rural hospital lab capacity, and establish drive-through testing sites. 

 

Dated 5/14/20 

 

I hope this email finds you and yours well on this sunny day. First, let me say, thank you to each 
and every one of you for your efforts to keep State Government working as we navigate these 
unprecedented times. There is no question these last few months have generated many 
changes, and you may be facing each day with new challenges:  working remotely or alone in 
the office or field; kids home because of daycare or school closures; family members unable to 
work; or, sadly, the loss of a loved one.  

  
Know that you matter; know that your best is your best; and know that you can reach out for 
help. Your manager can steer you to appropriate support. Human Resources professionals have 
knowledge of benefit options and resources. And, as part of our benefit package, Living 
Resources (Employee Assistance Program) is available to you and your family members for 
assistance with legal, financial, and mental health concerns.  
 

When I last emailed, the Governor had announced a plan for a ƎǊŀŘǳŀƭ ǊŜǎǘŀǊǘ ƻŦ aŀƛƴŜΩǎ 
economy. We shared that, ōŀǎŜŘ ƻƴ ǘƘŜ DƻǾŜǊƴƻǊΩǎ plan, the gradual reentry of workers and 
reopening at most of our facilities will not begin until at least June; and we introduced a 
Transition Committee working on that shift. Today we are letting you know that Breena Bissell, 
the {ǘŀǘŜΩǎ 5ƛǊŜŎǘƻǊ ƻŦ IǳƳŀƴ wŜǎƻǳǊŎŜǎ ŀƴŘ ƳŜƳōŜǊ ƻŦ ǘƘŜ Transition Committee, will be 
sending out a statewide survey to employees very soon. When you receive the email from 

https://www.maine.gov/governor/mills/news/mills-administration-secures-major-covid-19-testing-expansion-maine-2020-05-07
https://www.maine.gov/governor/mills/news/maine-eliminates-testing-prioritization-expands-testing-anyone-suspected-having-covid-19-2020
http://www.maine.gov/tools/whatsnew/attach.php?id=2577694&an=1
http://www.maine.gov/tools/whatsnew/attach.php?id=2577694&an=1
https://www.maine.gov/governor/mills/news/maine-expands-contact-tracing-limit-spread-covid-19-2020-05-26
https://www.maine.gov/governor/mills/news/maine-expands-contact-tracing-limit-spread-covid-19-2020-05-26
https://www.maine.gov/governor/mills/news/governor-mills-announces-new-major-federal-funding-will-be-used-expand-lab-and-testing
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Fstate-hr-professionals%2FHuman-Resource-Contacts&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7Cf67312566fcb44dfed5b08d7f838b7ff%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637250796242745127&sdata=3Jqu0C%2F2rvAJhH29NIW%2B50z14ziH1mS%2Bjc1Sy1xlLA4%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fbenefits%2Fliving-resources&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7Cf67312566fcb44dfed5b08d7f838b7ff%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637250796242755090&sdata=Y2uiLL%2FaHdJtd7VSqI4cggsv99Y6izvB5KuRvDdPOYU%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fbenefits%2Fliving-resources&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7Cf67312566fcb44dfed5b08d7f838b7ff%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637250796242755090&sdata=Y2uiLL%2FaHdJtd7VSqI4cggsv99Y6izvB5KuRvDdPOYU%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fcovid19%2Fsites%2Fmaine.gov.covid19%2Ffiles%2Finline-files%2FRestarting%2520Maines%2520Economy%2520Book.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7Cf67312566fcb44dfed5b08d7f838b7ff%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637250796242755090&sdata=t2023m606tK0GKkl4w0972W5suWJouLmHRrq%2BZ8AIas%3D&reserved=0
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Breena, please open and click the link to the surveyτit is not spam. This short survey will 
capture your work situation as well as your thoughts and considerations for moving forward. 
Information will be shared with your managers and used in decision making and planning; 
therefore, please be sure to enter your name and department information. Thank you in 
advance for your participation in this effort. 

 

 

Dated 4/29/20 

 

The Governor has announced ŀ ǎŀŦŜΣ ƎǊŀŘǳŀƭ Ǉƭŀƴ ǘƻ ǊŜǎǘŀǊǘ aŀƛƴŜΩǎ ŜŎƻƴƻƳȅΦ 

  
Part of this plan ƛǎ ŀ ǎǇŜŎƛŦƛŎ άǊŜǉǳƛǊŜƳŜƴǘ ǘƻ ǿŜŀǊ ŎƭƻǘƘ ŦŀŎŜ ŎƻǾŜǊƛƴƎǎ ƛƴ ǇǳōƭƛŎ ǎŜǘǘƛƴƎǎ ǿƘŜǊŜ 
ǇƘȅǎƛŎŀƭ ŘƛǎǘŀƴŎƛƴƎ ƳŜŀǎǳǊŜǎ ŀǊŜ ŘƛŦŦƛŎǳƭǘ ǘƻ ƳŀƛƴǘŀƛƴέΦ  Here is Executive Order #49 (See 
Appendix N) ŀƴŘ ǘƻŘŀȅΩǎ press release. 
  
This guidance is meant to add a layer of protection from infection as we open more 
businesses.  If it is hard to ensure consistent physical distancing, then the cloth face covering is 
required. 
 

!ǎ DƻǾŜǊƴƻǊ aƛƭƭǎ ǎǘŀǘŜǎΣ ά.ȅ ǿŜŀǊƛƴƎ ŀ ŎƭƻǘƘ ŦŀŎŜ ŎƻǾŜǊƛƴƎΣ ȅƻǳ ŀǊŜ ǘŀƪƛƴƎ ŀƴ ƛƳǇƻǊǘŀƴǘ ǎǘŜǇ ƛƴ 
protecting others, and when others wear them, they are taking an important step in protecting 
ȅƻǳέΦ 

  
What does this mean for state work spaces? 

  
The Order includes:  ά9ƳǇƭƻȅŜǊǎ ƛƴ ǎŜǘǘƛƴƎǎ ǘƘŀǘ ŀǊŜ ƴƻǘ ǘȅǇƛŎŀƭƭȅ ŀŎŎŜǎǎƛōƭŜ ǘƻ ǘƘŜ ǇǳōƭƛŎ Ƴŀȅ 
determine the persons who should wear a cloth face covering at their workplace and shall 
ǇŜǊƳƛǘ ŀƴȅ ŜƳǇƭƻȅŜŜ ǿƘƻ ǿŀƴǘǎ ǘƻ ǿŜŀǊ ŀ ŎƻǾŜǊƛƴƎ ǘƻ Řƻ ǎƻΦέ 

  
As previously noted, most of our state workforce is working or dispatching remotely. And most 
of our office space is no longer accessible to the public.  With a few exceptions due to the 
nature of your work (for example, hospitals, postal workers, correctional facilities), all State of 
Maine worksites should have effectively implemented social distancing measures and State 
employees and visitors should be adhering to those measures in and out of the workplace.  For 
now, wearing a cloth face covering in an environment where employees and visitors are 
appropriately adhering to these guidelines is not mandatory.  However, you are welcome to 
wear one if it makes you feel more comfortable to do so. 
  
²Ŝ ŀǊŜ ǎŜƴŘƛƴƎ ǘƘƛǎ ǘƻ !ƭƭ {ǘŀǘŜ 9ƳǇƭƻȅŜŜǎΣ ōǳǘ ǘƘŜ ǊŜŀƭƛǘȅ ƛǎ ǘƘŀǘ ǘƘƛǎ ƛǎ ƴƻǘ ƎƻƛƴƎ ǘƻ ōŜ άƻƴŜ 
ǎƛȊŜ Ŧƛǘǎ ŀƭƭέ ƎǳƛŘŀƴŎŜΦ  When the time comes to transition employees back from remote 

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fgovernor%2Fmills%2Fnews%2Fgovernor-mills-presents-safe-gradual-plan-restart-maines-economy-2020-04-28&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C71a8c1e088ba47b4352608d7ec8e051c%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637237973953834535&sdata=p4DvA7jSqhjtwaF25GIgGjlGUI%2FuAIMG0gU4ieGPtcI%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fcovid19%2Fsites%2Fmaine.gov.covid19%2Ffiles%2Finline-files%2FRestarting%2520Maines%2520Economy%2520Book.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C71a8c1e088ba47b4352608d7ec8e051c%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637237973953844491&sdata=0YcejXEXJl%2Fn54qxkXb6HR2FYh6%2BXPTzGCbn9WvEKfw%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fgovernor%2Fmills%2Fsites%2Fmaine.gov.governor.mills%2Ffiles%2Finline-files%2FAn%2520Order%2520to%2520Stay%2520Safer%2520at%2520Home.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C71a8c1e088ba47b4352608d7ec8e051c%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637237973953844491&sdata=%2FiUfHr%2FWZvSyIlyXaALc5QSQmzVftgxbadwDkcAwD5c%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fgovernor%2Fmills%2Fnews%2Fgovernor-mills-extends-maines-stay-home-order-2020-04-29&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C71a8c1e088ba47b4352608d7ec8e051c%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637237973953854449&sdata=oAv%2FY8bY4tuPZFUhc5Ll%2F%2BjxpTHK3HhFltJxsIUv1M0%3D&reserved=0
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dispatching or working, and as we re-open our locations to the public, it is likely that more 
consistent use of cloth face coverings in our work spaces will be required in some form.  
  
.ŀǎŜŘ ƻƴ ǘƘŜ DƻǾŜǊƴƻǊΩǎ plan, the transitioning of workers and reopening our facilities will not 
begin until at least June.  And even then, it will be gradual.  We have convened a Transition 
Committee to consider the various adjustments, including cloth face covering use, that may be 
required in our work spaces as a result of this pandemic.  We will provide more information on 
the work of this Committee as it is developed. 

  
The US CDC makes it clear that maintaining 6-feet physical distancing and cleaning your hands 
remain critical to managing the spread of the virus.  The US CDC advises that wearing a cloth 
face covering is not a substitute for this and other CDC hygiene guidance, which includes 
staying home when you are sick. 

  
Disposable face coverings are available now.  Cloth face coverings have been ordered through 
our Maine partner, American Roots, and will be arriving and distributed soon.  A first order may 
be received as early as next week, but bulk delivery of 4,000 per week will begin May 14.  Also, 
the video in this link shows you how to make your own cloth face covering.  And, the Maine 
Manufacturing Extension Partnership has compiled a list of Maine companies producing face 
coverings, which the Administration is sharing with Maine people as a resource.  Attached and 
here are the other emails ǿŜΩǾŜ ǎŜƴǘ ǊŜƭŀǘƛƴƎ ǘƻ ŎƭƻǘƘ ŦŀŎŜ ŎƻǾŜǊƛƴƎǎΦ 

  
If you have any questions, please reach out to your Human Resources professionals.  
 

Dated 4/23/20 

 

As a reminder, physical distancing and hygiene adherence are the primary ways to reduce the 
transmission of the COVID-19 virus.  Most importantly ς Do not go out or interact with others if 
you are sick. 
As an additional option, the U.S. CDC has suggested voluntary use of protective face coverings 
when physical distancing measures may be difficult to maintain.    
If you are not a health care worker or an emergency responder or similar, the use of a face 
covering is not necessary. 

However, the state would like to support its employees in this voluntary recommendation.   
We will do this in two ways: 

  
First.   
The State now has access to some one-time use, disposable masks that are perfectly suitable 
for state employee use for the voluntary face covering requirement.  

As with most protective equipment these days, we have access to a limited quantity. 

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fprevent-getting-sick%2Fcloth-face-cover.html&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C71a8c1e088ba47b4352608d7ec8e051c%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637237973953854449&sdata=%2BmvgU2%2FBwHgMK0lKUhW22yceBPY7eiRDrtD6rz%2BvfGI%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.americanrootswear.com%2Fabout-us%2F&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C71a8c1e088ba47b4352608d7ec8e051c%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637237973953854449&sdata=gVLkGwSKBwxepF7tdt4ew64n88fExnKXz43oOsouvhM%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fprevent-getting-sick%2Fcloth-face-cover.html&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C71a8c1e088ba47b4352608d7ec8e051c%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637237973953864404&sdata=bCrixVdzxcfX5IvZDsHnQaOwrS6LDAdOX1Jvcunoh8k%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpages.mainemep.org%2F&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C71a8c1e088ba47b4352608d7ec8e051c%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637237973953864404&sdata=mmhyRYUX4ts%2BOv%2Fd90c2uBW9BN%2FFk1AaJBX1VakOfcI%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpages.mainemep.org%2F&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C71a8c1e088ba47b4352608d7ec8e051c%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637237973953864404&sdata=mmhyRYUX4ts%2BOv%2Fd90c2uBW9BN%2FFk1AaJBX1VakOfcI%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FState%2520Employee%2520Face%2520Coverings%2520.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C71a8c1e088ba47b4352608d7ec8e051c%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637237973953874360&sdata=StxVvY2S8elSaZELYaYjLYC0bBYdSW39sPOYuhvJGVw%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FFace%2520Coverings%2520for%2520Employees.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C71a8c1e088ba47b4352608d7ec8e051c%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637237973953874360&sdata=uOYd9YvG375ukhMJA0jBiF1Fh0%2FSU3iSIrZ%2Fv3Ds4%2Bk%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Fstate-hr-professionals%2FHuman-Resource-Contacts&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C71a8c1e088ba47b4352608d7ec8e051c%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637237973953874360&sdata=CgkKnBDymlgFsuzKwfUr3H6syyeOf9N%2B%2FzeMlsINeOI%3D&reserved=0


             Maine Department of Transportation  
 
 

1/7/2021 9:18 AM  Page 107 of 365 

 
 
 

So, these face coverings will be made immediately available to staff who are working outside of 
the home and/or who interact with others during their job duties. 

Agencies will coordinate with Central Services for pickup and then will distribute to their 
employees.   
  
Second.   
We have finalized our contract for cloth face coverings for all state employees.   
We are contracting with a Maine vendor that will provide approximately 800 coverings per day 
starting May 4. 
See attached picture.   
Every employee will receive two masks.   
State Postal will deliver to agencies and then agencies will work out distribution to employees.   
  
See the following guidance for cleaning cloth face coverings. 

¶ Fabric face masks should be routinely washed depending on the frequency of use. 

¶ Individuals should be careful not to touch their eyes, nose, and mouth when removing 
their face covering and wash hands immediately after removing. 

¶ It is suggested that face masks should be washed with hot water in a washing machine, 
and tumble dried on high heat.  

¶ More delicate masks that are handsewn may need to be washed by hand. If so, lather 
masks with soap and scrub them for at least 20 seconds with warm to hot water before 
tossing in the dryer.  

¶ You may also iron masks on the cotton or linen setting to kill any remaining germs.  
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Dated: 4/15/20 

 

Thank you all for the adjustments you have made and are making to continue to provide 
services across the state to the people of Maine.  Thanks too for the support you are offering to 
each other as employees.  We hope this email finds you healthy and settling into new routines. 

We are doing a different style update this ǘƛƳŜΧōǳƭƭŜǘ Ǉƻƛƴǘǎ ŀƴŘ ƭƛƴƪǎΦ 

  
Statewide COVID-мф ƛƴŦƻǊƳŀǘƛƻƴ Ƴŀȅ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ DƻǾŜǊƴƻǊΩǎ 
website: https://www.maine.gov/covid19/  (See Appendix P for screenshot of this webpage) 

As always, please go to our website for state employee specific links and 
updates:  https://www.maine.gov/dafs/covid-19 (See Appendix P for screenshot of this 
webpage) 
  
Did You Know?  
 

¶ The Real ID deadline has been moved to October 
2021: https://www.maine.gov/sos/bmv/licenses/realid.html (See Appendix P for 
screenshot of this webpage) 

¶ 5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ŎƻƳǇƭŜǘŜ ȅƻǳǊ Census!  LǘΩǎ LƳǇƻǊǘŀƴǘΣ LǘΩǎ {ŀŦŜΣ ŀƴŘ LǘΩǎ 
Easy: https://my2020census.gov/ (See Appendix P for screenshot of this webpage) 

¶ The United Way reminds us they continue to be here for all Mainers in times of 
need. Their offices continue to work full time to ensure people have access to services 
like food, shelter, personal protective equipment, and child care: COVID-19 Response 
effort (See Appendix P for screenshot of this webpage) 

¶ On the Office of Employee Health and Benefits website,  there is a dedicated Covid-19 
section where you can find updated information related to your health plan, retirement, 
and wellness resources. (See Appendix P for screenshot of this webpage) 

¶ Maine people ar e helpers , and they are everywhere. This new resource helps 

Maine people to target their skills, resources, and time in the most effective and 

safe ways to do the most good for our 

state:   https://www.maine.gov/covid19/maine-helps (See Appendix P for screenshot of 
this webpage) 

¶ Today would normally be Tax Day, but both the Federal Government and the State of 
Maine have extended the filing and payment date of certain taxes from today to July 
15.  https://www.maine.gov/governor/mills/news/governor-mills-extends-state-
income-tax-payment-deadline-july-15-2020-2020-03-26 (See Appendix P for screenshot 
of this webpage) 

¶ ¸ƻǳ Ŏŀƴ ǊŜǾƛŜǿ ŀƭƭ ƻŦ ǘƘŜ DƻǾŜǊƴƻǊΩǎ 9ȄŜŎǳǘƛǾŜ hǊŘŜǊǎ 
here: https://www.maine.gov/governor/mills/official_documents (See Appendix P for 
screenshot of this webpage) 

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fcovid19%2F&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056850843&sdata=2cPoSFdGIjbvkaHDyqob8aoHKFAAi%2Bbv9IZHta050pQ%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fcovid-19&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056850843&sdata=eqBhPWqlJk%2FZLzN9UHP4XW39G5Va2yx8nV312ZORAaU%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fsos%2Fbmv%2Flicenses%2Frealid.html&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056860836&sdata=0wMb1pHXa%2Bo9vZ919Ri8jx7CRhrQI94iqJ4r5qo8e%2Fo%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmy2020census.gov%2F&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056860836&sdata=7QsoEXd%2FCczBs9vNTyOFBnIul%2Fhy2Qfuj4nxjps%2FjTc%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.unitedwaysofmaine.org%2Fcovid%2F&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056870824&sdata=Vj5Fqw%2BtZVTLf3LnK%2FYW7hPp9mMeYze9IOfuI6dwqwU%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.unitedwaysofmaine.org%2Fcovid%2F&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056870824&sdata=Vj5Fqw%2BtZVTLf3LnK%2FYW7hPp9mMeYze9IOfuI6dwqwU%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fcovid-19&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056870824&sdata=OPtDwuz3t4Y8O854EE%2BSyarvtO3Uj5WnmacXxlV25bc%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fcovid-19&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056870824&sdata=OPtDwuz3t4Y8O854EE%2BSyarvtO3Uj5WnmacXxlV25bc%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fcovid19%2Fmaine-helps&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056880820&sdata=%2FILGQ%2FS5XFB08WlIGuksacfepCOYBMUwRnTkXkQWUfA%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fgovernor%2Fmills%2Fnews%2Fgovernor-mills-extends-state-income-tax-payment-deadline-july-15-2020-2020-03-26&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056880820&sdata=iPu8fM75g49BXXyJdrRwzckQi21oCCLRKrX%2F76pESwc%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fgovernor%2Fmills%2Fnews%2Fgovernor-mills-extends-state-income-tax-payment-deadline-july-15-2020-2020-03-26&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056880820&sdata=iPu8fM75g49BXXyJdrRwzckQi21oCCLRKrX%2F76pESwc%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fgovernor%2Fmills%2Fofficial_documents&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056890815&sdata=wz4l3aJCdruksezi%2BbXem214buAtmdpB1qqhktyN2r4%3D&reserved=0
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¶ We hope to have cloth face coverings for distribution to state employees within the 
next week or so. 

  
The Families First Coronavirus Response Act (FFCRA) 

Passed by Congress and effective 4/1/2020, includes the Expanded Family and Medical Leave 
Act (EFMLA) and the Emergency Paid Sick Leave Act (EPSLA).   Below is a link to a 
Question/Answer document as well as a link to the leave request forms. 

  
FFCRA Q&A: https://www.maine.gov/dafs/sites/maine.gov.dafs/files/inline-

files/FFCRA%20Q%26As%20for%20Employees.pdf 

FFCRA Leave Request Form: 
https://www.maine.gov/dafs/sites/maine.gov.dafs/files/inline-
files/FFCRA%20Leave%20Request%20Form-1.pdf 

EPSLA Leave Request Form: 
https://www.maine.gov/dafs/sites/maine.gov.dafs/files/inline-
files/EPSLA%20Leave%20Request%20Form-2.pdf 
  
Teleworking: 
  
As of April 1, approximately 85% of state employees are teleworking.  Approximately 7,700 of 
the nearly 9,100 designated as non 24/7, public safety. 
Remember ς ȅƻǳǊ ǿƻǊƪ ǎǇŀŎŜ ŀǘ ƘƻƳŜ ƛǎƴΩǘ ŘŜǎƛƎƴŜŘ ŦƻǊ ǳǎŜ ƭƛƪŜ ȅƻǳǊ ǿƻǊƪ ǎǇŀŎŜ ŀǘ ǿƻǊƪΦ  We 
can forget and keep sitting in one place for too long as we Zoom and Teams from meeting to 
ƳŜŜǘƛƴƎΣ ōǳǘ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ƳƻǾŜ ƻŦǘŜƴΦ 

  
Some pointers for setting up a workspace in your home can be found on this video, recently 
ŎǊŜŀǘŜŘ ōȅ ǘƘŜ {ǘŀǘŜΩǎ ŜǊƎƻƴƻƳƛŎ ŀŘǾƛǎƻǊΣ Wŀǎƻƴ ²ŀŘŜΥ 
https://www.youtube.com/watch?v=axSgFvUSpGA&t=22s 
  
IŜǊŜΩǎ ǘƘŜ ƭƛƴƪ ǘƻ ǘƘŜ ¢ŜƭŜǿƻǊƪ .Ŝǎǘ tǊŀŎǘƛŎŜǎ ŘƻŎǳƳŜƴǘΥ 
https://www.maine.gov/dafs/sites/maine.gov.dafs/files/inline-
files/Telework%20Best%20Practices%20-%20Employees.pdf 

  
Stay active while teleworking.  See below two exercise videos for employees.  

Back Strengthening: https:// youtu.be/x9R7eX_pjiQm   
Desk Stretching: https://youtu.be/JXRwcybd7l0   
  

As a reminder, if you have questions about your telework setup, reach out to your Human 
Resources professionals.   
  

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FFFCRA%2520Q%2526As%2520for%2520Employees.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056890815&sdata=YT6MTwsCdt3YrTJ9qnCGgcUx9V6sxE9PW9yn8OcMUJw%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FFFCRA%2520Q%2526As%2520for%2520Employees.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056890815&sdata=YT6MTwsCdt3YrTJ9qnCGgcUx9V6sxE9PW9yn8OcMUJw%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FFFCRA%2520Leave%2520Request%2520Form-1.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056900813&sdata=htcTk9pyqOvH94Bes2XK5qIveeRdJcCB78g8vlmb68M%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FFFCRA%2520Leave%2520Request%2520Form-1.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056900813&sdata=htcTk9pyqOvH94Bes2XK5qIveeRdJcCB78g8vlmb68M%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FEPSLA%2520Leave%2520Request%2520Form-2.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056900813&sdata=4HRWYzj4rmN5a36ggBocWS%2Fu3PBQWjEXiD32H6AmoI4%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FEPSLA%2520Leave%2520Request%2520Form-2.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056900813&sdata=4HRWYzj4rmN5a36ggBocWS%2Fu3PBQWjEXiD32H6AmoI4%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DaxSgFvUSpGA%26t%3D22s&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056910808&sdata=KmGZinxhbiU4QXNdy6mKrxdIVIrygWBTYWr%2B4DuGJ5M%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FTelework%2520Best%2520Practices%2520-%2520Employees.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056910808&sdata=iu5hrLDyhwfhT%2BSEj2nxeCz8xhr4FtWrxqMP1IWgEdA%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FTelework%2520Best%2520Practices%2520-%2520Employees.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056910808&sdata=iu5hrLDyhwfhT%2BSEj2nxeCz8xhr4FtWrxqMP1IWgEdA%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2Fx9R7eX_pjiQm&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056920801&sdata=fd%2FnMGrF%2FCpFPQ9E5Vu2lGhYeR7OZE2%2Fxl5QntWyL4c%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FJXRwcybd7l0&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056920801&sdata=3EJ138BrrD52UHJ%2BlYD6K%2Bc8wYJZeRM1aIizo33ufl8%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Fstate-hr-professionals%2FHuman-Resource-Contacts&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056930794&sdata=LngVmM8aXDizcUdq7DgowatgB4LN2A1bme21r3fL0Xg%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Fstate-hr-professionals%2FHuman-Resource-Contacts&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056930794&sdata=LngVmM8aXDizcUdq7DgowatgB4LN2A1bme21r3fL0Xg%3D&reserved=0
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Temporary increase to vacation accrual maximums 
 

We have reached an agreement with MSEA to temporarily increase vacation accrual maximums 
for those employees in MSEA bargaining unit positions. 
New MSEA temp maximums are effective March 26 through December 31, 2020: 

  

Bargaining Unit(s) 
Less than 15 Years of 
Continuous Service 

15 or More Years of 
Continuous Service 

Admin, OMS, P&T New temp max 300 New temp max 400 

Supervisory New temp max 325 New temp max 425 

  
¢ƘŜ /ƻƴǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ ƛǎ ǿƻǊƪƛƴƎ ƻƴ ŀ ǊŜǇƻǊǘ ƻŦ ŜƳǇƭƻȅŜŜǎ ǿƘƻ ƭƻǎǘ ǾŀŎŀǘƛƻƴ ǘƛƳŜ beginning 
Thursday, March 26, and until the new temporary maximums are adjusted in TAMS. This lost 
time will need to be restored through a manual process at the agencies. Once the new 
maximums are updated in TAMS, time will automatically accrue up to the new maximums. 
  
NOTE:  
¶ The new temporary accrual maximums do not change the contractual maximum 

amount of vacation that can be paid out to an employee upon termination ς those 
remain unchanged.  

¶ The temporary maximums are only through December 31, 2020.  Effective January 1, 
2021, we revert back to the maximums in the contracts. 

  
We are working on similar agreements with other unions. 

  
Gym Reimbursement 
  
As a result of the Covid-19 pandemic and the requirement for non-essential businesses to be 
closed, the gym reimbursement program is suspended until further notice. The gym 
reimbursement forms for first quarter (months: January, February and March) will be 
processed in April. 
  
 
 
Health Premium Credit Program 
  

¶ ¢ƘŜ ŘŜŀŘƭƛƴŜ ŦƻǊ ǘƘƛǎ ȅŜŀǊΩǎ tǊƻƎǊŀm is extended to September 30, 
2020.  https://www.maine.gov/bhr/oeh/benefits/health-premium-credit. (See Appendix 
P for screenshot of this webpage) 

 

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fbenefits%2Fhealth-premium-credit&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056930794&sdata=tj1EqUhwOm3IeOvTSR3Muj8Ohs1IqvJ4JVtmCKmt5cI%3D&reserved=0
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As a reminder 
¶ If you are sick, stay home.  Do not come to work.  Do not run errands.  Do not go into 

the office to pick up work items; coordinate with your supervisor for delivery. 

¶ Call your health provider ς do not visit them in person.  
¶ Please continue to exercise care with personal hygiene, as these measures continue to 

be our best protection:  
¶ Wash your hands frequently with hot, soapy water for at least 20 seconds 

¶ Keep your hands below your shoulders (away from your face); and 

¶ Greet others from a distance, instead of shaking hands 

 
Be mindful of the needs of others. Stay calm. Facts not Fear. Assume best intentions.  Be kind. 
Maintain distance, but stay in touch. 

Thanks to all of you and for all you do. 
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Dated: 4/5/20 

 

As you may have heard, on Friday afternoon, the US Centers for Disease Control and Prevention 

(CDC) issued new guidance on cloth face coverings. Here is what it says:  

  

ñWe now know from recent studies that a significant portion of individuals with coronavirus 

lack symptoms (ñasymptomaticò) and that even those who eventually develop symptoms (ñpre-

symptomaticò) can transmit the virus to others before showing symptoms.  This means that the 

virus can spread between people interacting in close proximityðfor example, speaking, 

coughing, or sneezingðeven if those people are not exhibiting symptoms. In light of this new 

evidence, CDC recommends wearing cloth face coverings in public settings where other social 

distancing measures are difficult to maintain (e.g., grocery stores and pharmacies) especially in 

areas of significant community-based transmission.ò  

  

The majority of our workforce is working or dispatching remotely. With a few exceptions due to 

the nature of your work (for example, hospitals, postal workers, correctional facilities), all State 

of Maine worksites should have effectively implemented social distancing measures and State 

employees should be adhering to those measures in and out of the workplace.  The CDC makes it 

clear that maintaining 6-feet physical distancing and cleaning your hands often are critical to 

managing the spread of the virus: wearing a cloth face covering is not a substitute for this and 

other CDC hygiene guidance.   

  

That said, CDC does recommend cloth face coverings as an additional, voluntary public health 

measure. We will support you in this voluntary effort. The State will procure a supply of such 

cloth face coverings as soon as possible. Weôll work through each Department on their 

distribution to each interested State employee. We want to help you in all ways possible to stay 

safe. In the meantime, the video in this link shows you how to make your own cloth face 

covering.  

  

CDC does not recommend that you wear surgical masks or N-95 respirators unless you are a 

health care worker or other first responder. Our colleagues and neighbors on the front lines of the 

COVID-19 pandemic need them.   

  

We thank all of you whose vigilance and hard work is both keeping COVID-19 from spreading 

and maintaining the services that Maine people rely on from State Government.  

 

 

Recommendation Regarding the Use of Cloth Face Coverings, Especially in Areas of 
Significant Community-Based Transmission 

Use of Cloth Face Coverings to Help Slow the Spread of COVID-19 

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fprevent-getting-sick%2Fcloth-face-cover.html&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5735b41326db49932c1408d7d9b5dbad%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637217248717013415&sdata=IoHMqpEtuNmD1xfuSa%2FFptny05CYXuKcKP6%2FlMgsJoA%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fprevent-getting-sick%2Fcloth-face-cover.html%23studies&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5735b41326db49932c1408d7d9b5dbad%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637217248717013415&sdata=DIQd1xnfH7GyYwATeL3mPgmePPfIFJX9v1oMiyKJkOI%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fprevent-getting-sick%2Fcloth-face-cover.html&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5735b41326db49932c1408d7d9b5dbad%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637217248717023366&sdata=RtPow91TgwITWaMdPLj2zUjP4DNkuFcIF8O6rLIiE2A%3D&reserved=0
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Learn More 

CDC continues to study the spread and effects of the novel coronavirus across the United 

States.  We now know from recent studies that a significant portion of individuals with 

coronavirus lack symptoms (ñasymptomaticò) and that even those who eventually develop 

symptoms (ñpre-symptomaticò) can transmit the virus to others before showing symptoms.  This 

means that the virus can spread between people interacting in close proximityðfor example, 

speaking, coughing, or sneezingðeven if those people are not exhibiting symptoms.  In light of 

this new evidence, CDC recommends wearing cloth face coverings in public settings where other 

social distancing measures are difficult to maintain (e.g., grocery stores and pharmacies) 

especially in areas of significant community-based transmission. 

It is critical to emphasize that maintaining 6-feet social distancing remains important to slowing 

the spread of the virus.  CDC is additionally advising the use of simple cloth face coverings to 

slow the spread of the virus and help people who may have the virus and do not know it from 

transmitting it to others.  Cloth face coverings fashioned from household items or made at home 

from common materials at low cost can be used as an additional, voluntary public health 

measure. 

The cloth face coverings recommended are not surgical masks or N-95 respirators.  Those are 

critical supplies that must continue to be reserved for healthcare workers and other medical first 

responders, as recommended by current CDC guidance. 

This recommendation complements and does not replace the Presidentôs Coronavirus Guidelines 

for America, 30 Days to Slow the Spreadexternal icon, which remains the cornerstone of our 

national effort to slow the spread of the coronavirus.  CDC will make additional 

recommendations as the evidence regarding appropriate public health measures continues to 

develop. 

 

 

  

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/cloth-face-cover.html#studies
https://www.whitehouse.gov/briefings-statements/coronavirus-guidelines-america/
https://www.whitehouse.gov/briefings-statements/coronavirus-guidelines-america/
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Dated: 3/25/20 

 
As the Commissioner of the Department of Administrative and Financial Services (DAFS) with purview 
ƻǾŜǊ ǘƘŜ {ǘŀǘŜΩǎ ǿƻǊƪŦƻǊŎŜΣ ƛǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ƳŜ ǘƻ ōŜ ƛƴ ǊŜƎǳƭŀǊ ŎƻƴǘŀŎǘ ǿƛǘƘ ȅƻǳ ŀōƻǳǘ ǳǇŘŀǘŜǎ ǊŜƎŀǊŘƛƴƎ 
COVID-19.  
  
As you may know, this morning DHHS closed their Lewiston office due to a confirmed case of COVID-19. 
Employees who report to the Lewiston office have been instructed to go home. Per Maine CDC protocols, 
the office will be appropriately cleaned and in the coming days parts of the office may be reopened. 
  
While I know this news is concerning, I wanted to take a moment to discuss the steps that have been 
taken to protect your health and safety. As you know, immediately following the emergence of COVID-19, 
State government took steps to protect State employees by limiting potential exposure to the virus.  
  
We have substantially limited our public-facing interactions, and we have encouraged the people of 
Maine, whenever and wherever possible, to avail themselves of our online and over-the-phone services. 
In many instances, we have closed to the public our forward-facing office spaces.  
  
We have encouraged those employees who can telework to do so, particularly if those employees are 
vulnerable to the virus. As such, after speaking personally with each Commissioner, DAFS estimates that 
approximately 70 percent of State employees ς excluding emergency and public safety personnel ς are 
currently working remotely. With the support of Governor Mills, we have also moved to provide more 
flexibility in the use of leave options, including expanding the use of sick leave with approval.  
  
Furthermore, for those agencies with employees who are still in the office, State government is 
implementing strict physical distancing measures to reduce the number of people in otherwise crowded 
work areas and offices. If you are one of the few employees working in your office, I encourage you to be 
mindful of your interactions with your coworkers, to conduct business via email or phone whenever 
possible rather than in-person, and to maintain a distance of six feet from people at all times. No more 
ǿŀƭƪƛƴƎ ƛƴǘƻ ŜŀŎƘ ƻǘƘŜǊΩǎ ŎǳōƛŎƭŜǎΦ   
  
DAFS has also increased its janitorial services, cleaning more frequently and sanitizing commonly-used 
areas of offices. We continue to urge you to wash your hands thoroughly and often and to practice 
physical distancing at all times. Most importantly, if you are sick, stay home ς do not come to work.  
  
Let me also personally thank you for adapting to work in this new and unprecedented environment to 
ensure that State government can protect your health and safety and provide critical services to the 
people of Maine. You embody the extraordinary dedication Mainers are known for, even under 
extraordinary circumstances. 
  
If you have any additional questions, please do not hesitate to reach out to your manager or HR head, 
and, for more information related to COVID-19, I encourage you to visit our resource page HERE. 

 

 

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Fstate-hr-professionals%2FHuman-Resource-Contacts&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7Cf5ea4e1f9f8b4fe0348b08d7d0f648cb%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637207629614945836&sdata=haPNJxN%2BwFIIA%2FWZzSRILw2M0QMFmMav%2B6pGgxSAvx0%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fcovid-19&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7Cf5ea4e1f9f8b4fe0348b08d7d0f648cb%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637207629614955780&sdata=7Ha8RJntQOq6KbkiYUuA1q%2FklvBbxUwe002krhf6dcI%3D&reserved=0
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Dated:3/20/20 

 

Good afternoon all, 
  
The State of Maine is in an unprecedented moment in time. Governor Mills has declared a Civil 
State of Emergency and health care professionals and Maine CDC experts are working around 
the clock to mitigate the spread of COVID-19.  
  
State government and its employees provide critical services to the people of Maine every day, 
and we are working to ensure that State government can deliver these services while also 
safeguarding the health and wellbeing of State employees. This responsibility to continue the 
operations of the government, during this emergency when some services are needed the 
most, remains paramount, and youτour valued and dedicated employeesτare essential to 
carrying out the mission. 

All agencies are working to implement methods to support social distancing and limit potential 
exposure through reassignment of work areas, telework where able, and more flexible leave 
options where appropriate, understanding these options are limited, especially for our 24/7 
operations and public safety programs.   
From Dr. Shah today:  ά²Ƙŀǘ ǿŜ ƳŜŀƴ ōȅ ǎƻŎƛŀƭ ŘƛǎǘŀƴŎƛƴƎ ƛǎ physical distancing.  [ŜǘΩǎ ƪŜŜǇ 
ǘƘƻǎŜ ǎƻŎƛŀƭ ŎƻƴƴŜŎǘƛƻƴǎ ǎǘǊƻƴƎ ŀƴŘ ƛƴǘŀŎǘΦέ  This is our opportunity to spread kindness and 
caring through phone calls, email, social media and other electronic outreach. 

Also, another reminder:  As we use more disinfecting wipes and paper towels to clean our 
ƘƻƳŜǎ ŀƴŘ ƻŦŦƛŎŜǎΣ ŘƻƴΩǘ ŦƭǳǎƘ ǘƘŜƳ Řƻǿƴ ǘƘŜ ǘƻƛƭŜǘΦ  Wipes and paper towels do not break 
down like toilet paper does in water. They are stronger, and many wipes include plastics and 
materials like nylon. That means bad news for sewer systems.  9ǾŜƴ ǿƛǇŜǎ ƭŀōŜƭŜŘ άŦƭǳǎƘŀōƭŜέ 
will clog pipes and interfere with sewage collection and treatment.  They should be thrown 
away in the trash after use. 

¢ƘƛƴƎǎ ŀǊŜ ŎƘŀƴƎƛƴƎ ŀƭƳƻǎǘ ƘƻǳǊƭȅΣ ŀƴŘ ƛǘΩǎ ǘǊǳŜ ǘƘŀǘ ƎǳƛŘŀƴŎŜ ǘƻŘŀȅ Ƴŀȅ ŎƘŀƴƎŜ 
tomorrow.  Stay connected to updated information.  maine.gov/dafs/covid-19 

Attached are answers to questions ȅƻǳΩǾŜ ŀǎƪŜŘΦ 

  

 

Coronavirus Disease 2019 (COVID-19) Q&A for Employees of 

Maine State Government* March 20, 2020  
 
 The State of Maine is in an unprecedented moment in time. Governor Mills has declared a Civil 
State of Emergency and health care professionals and Maine CDC experts are working around the 
clock to mitigate the spread of COVID-19.  

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fcovid-19&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7Cf341b42ae8a945b5c63c08d7ccf5d148%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637203229910474489&sdata=K49GzPP7w%2FFmcPzOmeT8ZnCSVzwAM5tlfm6qHQzBc7w%3D&reserved=0
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State government and its employees provide critical services to the people of Maine every day, and 
we are working to ensure that State government can deliver these services while also safeguarding 
the health and wellbeing of State employees. This responsibility to continue the operations of the 
government, during this emergency when some services are needed the most, remains paramount, 
and youτour valued and dedicated employeesτare essential to carrying out the mission.  

All agencies are working to implement methods to support social distancing and limit potential 
exposure through reassignment of work areas, telework where able, and more flexible leave 
options where appropriate, understanding these options are limited, especially for our 24/7 
operations and public safety programs.  

CǊƻƳ 5ǊΦ {ƘŀƘ ǘƻŘŀȅΥ ά²Ƙŀǘ ǿŜ ƳŜŀƴ ōȅ ǎƻŎƛŀƭ ŘƛǎǘŀƴŎƛƴƎ ƛǎ ǇƘȅǎƛŎŀƭ ŘƛǎǘŀƴŎƛƴƎΦ [ŜǘΩǎ ƪŜŜǇ ǘƘƻǎŜ 
ǎƻŎƛŀƭ ŎƻƴƴŜŎǘƛƻƴǎ ǎǘǊƻƴƎ ŀƴŘ ƛƴǘŀŎǘΦέ ¢Ƙƛǎ is our opportunity to spread kindness and caring through 
phone calls, email, social media and other electronic outreach.  

¢ƘƛƴƎǎ ŀǊŜ ŎƘŀƴƎƛƴƎ ŀƭƳƻǎǘ ƘƻǳǊƭȅΣ ŀƴŘ ƛǘΩǎ ǘǊǳŜ ǘƘŀǘ ƎǳƛŘŀƴŎŜ ǘƻŘŀȅ Ƴŀȅ ŎƘŀƴƎŜ ǘƻƳƻǊǊƻǿΦ {ǘŀȅ 
connected to updated information. maine.gov/dafs/covid-19  

IŜǊŜ ŀǊŜ ŀƴǎǿŜǊǎ ǘƻ ǉǳŜǎǘƛƻƴǎ ȅƻǳΩǾŜ ŀǎƪŜŘΦ  
 

What are the results of testing for COVID-19 in Maine?  
March 20, 2020 COVID-19 total test data for Maine: 2,264 negative results and 56 positive results.  

This changes on a day-to-day basis. The Maine CDC is providing daily updates on their website, 
which you can find HERE.  
 
²ƛƭƭ L ōŜ ǘƻƭŘ ƛŦ ǎƻƳŜƻƴŜ LΩƳ ǿƻǊƪƛƴƎ ǿƛǘƘ ǘŜǎǘǎ ǇƻǎƛǘƛǾŜ ŦƻǊ /hVID-19?  
Yes. Your health and safety are of the utmost importance to us. Please rest assured, if and when the 
State is made aware of a case of COVID-мф ŦƻǊ ŀ ǎǘŀǘŜ ŜƳǇƭƻȅŜŜΣ ŎƻǿƻǊƪŜǊǎ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǿƻǊƪ 
area will be informed.  
As you may be aware from ǘƘŜ aŀƛƴŜ /5/Ωǎ ǇǳōƭƛŎ ǊŜǇƻǊǘƛƴƎ ƻŦ /h±L5-19 confirmed cases (which 
includes the age, range, gender, and county location of the individual ς as most other states do), 
law prohibits us from identifying an employee by name when sharing positive test information. 
¢ƘŜǊŜŦƻǊŜΣ ŀƴȅ ƴƻǘƛŦƛŎŀǘƛƻƴ ǘƻ ŎƻǿƻǊƪŜǊǎ Ƴǳǎǘ ŀƴŘ ǿƛƭƭ ōŜ ƳŀŘŜ ǿƛǘƘƻǳǘ ƳŜƴǘƛƻƴ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 
name.   
 
What does Maine CDC recommend if an employee tests positive for COVID-19?  
Å Å Maine CDC recommends closing a specific office area (not necessarily a whole office or 
building), if an individual in that office area tests positive for COVID-19.  

Å Å Employees who work in the same office area as the affected individual should self-
quarantine at home and observe for symptoms for 14 days.  

Å Å Those who develop symptoms during that 14-day period should contact their health care 
provider for medical advice.  

Å Å During the 14-day office area closure, the area should be thoroughly cleaned.  

https://www.maine.gov/dhhs/mecdc/infectious-disease/epi/airborne/coronavirus.shtml
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Å After the 14-day closure period, employees may return to work if they are not diagnosed with 
COVID-19, are not in their 14-day window for self-quarantine, do not have any symptoms and did 
not have symptoms during their period of self-quarantine.  

Å If multiple people in an office are affected with COVID-19, the period of closure should be based 
ƻƴ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ ƭŀǎǘ ŘƛŀƎƴƻǎŜŘ ƛƴŘƛǾƛŘǳŀƭΩǎ ƛƴǘŜǊŀŎǘƛƻƴ ǿƛǘƘ ŜƳǇƭƻȅŜŜǎΦ  

 

NOTE: other offices/programs/divisions within the same office building need not close.  

 
What action is the State taking now to limit my exposure to COVID-19?  
We are working to keep employees informed and educated. Find communications here.  
In addition, consistent with the guidance sent to all employees on March 16, state agencies are 
encouraging social distancing to limit potential exposure through lessening the number of 
employees in work areas, temporarily increasing telework, and providing more flexible leave 
options as appropriate (understanding these options are limited or unavailable for our 24/7 
operations and public safety programs).  

 
Below are answers to some of the questions we have received specific to working from home and 
leave time options:  
 

1. Am I automatically approved to stay home to work if I am already equipped to telework (have 
a laptop and remote security access)?  

 

Decisions regarding approval for telework are made at the department/agency level. It may be that 
some employees already set up for telework will be immediately approved to work from home. 
However, it may not meet operational needs to have all those with remote capabilities to be away 
from the office each day. Agencies may have operational needs requiring an employee with a 
laptop and remote access to be in the office or rotate days in the office. Additionally, appropriate 
social distancing may occur by having some employees out of the office and others remaining in the 
office. Please work with your supervisor and manager to determine how to best meet operational 
needs.  
 
 
2. I have never been able to work from home before ς can I work from home now?  
 

In some cases, it may be possible due to the extraordinary circumstances related to this emergency 
for people who would not typically work from home to be able to perform work remotely. 
Departments and agencies are trying to be flexible to aid in social distancing; however, it may be 
that social distancing occurs in the office once others are home working. If you are approved to 
telework, please be aware these arrangements are not designed to be long-term and are only 
approved due to current circumstances related to COVID-19. Some employees may be approved to 
work from home for some days but be required to be in the office on other days.  
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3. Do I need to sign an agreement for telework?  

 

You must have management approval to work from home. Some departments and agencies have 
formal agreements in place or are designing them for this temporary COVID-19 situation. It is up to 
the agency whether or not they require a formal telework agreement before you work at home for 
these temporary arrangements. Even if you did not initially sign a telework agreement, your agency 
may ask for a signed agreement to formalize expectations at a later date.  

 
4. Are there guidelines or tips for working from home?  
 

If approved to work from home, some tips to keep in mind:  

Å Seek approval before taking home any materials that contain confidential information. 
Remember to exercise caution, and to maintain confidentiality even with family members.  

Å Seek approval before bringing any additional office equipment beyond a laptop home with you.  

Å Trust is critical. Be available when you say you will be, ask for help when needed, and consistently 
deliver quality work.  

Å Stay connected with your team. Communicate with your co-workers and supervisor as much as 
you normally would, as best you can. Develop a schedule and stick to it. Your availability while 
teleworking should be equal to in-office availability. In addition to helping you with your work, this 
will keep you from feeling isolated.  

Å Remain flexible and willing to make changes to meet operational and public needs.  

Å More guidance on working from home can be found at maine.gov/dafs/covid-19  
 

рΦ aȅ ŎƘƛƭŘǊŜƴΩǎ ǎŎƘƻƻƭ ƛǎ ŎƭƻǎŜŘΣ ŀƴŘ L ƘŀǾŜ ƴƻ childcare options. Can I work from home or take 
leave time to care for them?  
 

The answer to this question will depend on the nature of your work, whether or not your job can be 
done remotely, and if there are sufficient employees available to work to ensure operations of the 
{ǘŀǘŜ Ŏŀƴ ŎƻƴǘƛƴǳŜΦ {ǳǇŜǊǾƛǎƻǊǎ ŀǊŜ ōŜƛƴƎ ŜƴŎƻǳǊŀƎŜŘ ǘƻ ƭƻƻƪ ŀǘ ŜŀŎƘ ŜƳǇƭƻȅŜŜΩǎ ǎƛǘǳŀǘƛƻƴ ǘƻ 
determine if telework or leave time are options (if leave time is an option; see #6 below). It is also 
important to remember that any time an employee spends caring for dependents while teleworking 
is not counted as time worked.  

There are some employees providing essential services in 24/7 facilities and public safety roles who 
will be required to work if well.  
A new federal law not yet enacted may provide additional options. Stay tuned for more information 
over the next few weeks.  
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6. What do I use for Leave Time?  (See Appendix I of this document) 

a. You are Sick  

b. You are Taking Care of Sick Dependent(s)  

c. You are Taking Care of Children Due to COVID-19 School or Daycare Closure.  

d. You/Someone with whom You Live Must Stay Home per CDC Guidance on COVID-19  

e. You are in a Higher Risk COVID-19 Group  
 
 
In response to COVID-19, the use of sick leave has been expanded beyond the contractual language 
for absences related to COVID-19. At this time and until further guidance, you may use SICK LEAVE 
for absences, as follows:  
 

In accordance with language and standard practice, if you are sick, stay home, and use your sick 
time.  
 

Also, in accordance with contract language and standard practice, if you are required to attend to 
sick dependents (as defined in bargaining unit agreements), do so and use sick time.  

FOR THIS COVID-19 EMERGENCY ONLY and only for a limited time (being reviewed regularly), if you 
are not required to work to provide essential operations, and you are not able to work from home, 
and you must be home to care for young children due to the COVID-19 closure of schools or your 
daycare, you may record leave time as SICK LEAVE.  
 

To provide more flexibility for those who need to be away from work for reasons related to COVID-
19, sick time may be used if you or your family member must stay home per CDC guidance, even 
though you/they may not be sick.  

If you are considered at higher risk under CDC guidelines (elderly or with a medical condition that 
causes higher risk per CDC guidelines), you may be eligible to use sick time. This may not be an 
option for those necessary to provide essential operations.  
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At this time, if you are approved to be out of work due to COVID-19, you may also be eligible to use 
your available vacation, comp, or personal leave.  
 

A new federal law not yet enacted may provide additional options. Stay tuned for more information 
over the next few weeks.  
 

Also note: there are employees providing essential services in 24/7 facilities and public safety roles 
who will be required to work if well.  
 

7. What if I run out of paid sick, vacation, comp time and personal leave?  

 

If you are out of work due to COVID-19 reasons and run out of paid sick, vacation, comp and 
personal leave options, talk with your supervisor and Human Resources office. We will work to find 
options to keep you in pay status. This may mean revisiting work from home and other leave 
options.  
 

A new federal law not yet enacted may provide additional options. Stay tuned for more information 
over the next few weeks.  
 

8. I have a compromised immune system or underlying condition. Can I work from home or take 
sick leave?  
 

Ensuring the health and safety of our at-risk employees is the primary concern, and supervisors and 
their human resources office will work with employees who come forward with health concerns to 
identify if there are other work areas that provide greater social distancing, any potential telework 
options, or the use of leave time, whichever is appropriate. See the leave options above in items 6 
and 7 if leave time is the approved option. Note that some employees providing essential services in 
24/7 facilities and public safety roles may be required to work if they are well.  

A new federal law not yet enacted may provide additional options. Stay tuned for more information 
over the next few weeks.  
 

9. Can I be required to report to work?  

 

Possibly. The services provided by the State of Maine are critical during this unprecedented time 
when the needs are great, and State government remains open. The work of all Departments is 
important, and there are some operations which will require employees to report to work without 
options for telework or leave time. Please discuss your options with your supervisor and manager 
and raise any concerns to Human Resources. Understand not all requests for telework or leave will 
be granted, as the operational needs of the State must be met.  
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10. Will I lose my health insurance if I go on unpaid status?  
 
If you are out of work due to COVID-19 and go on an unpaid leave, the State will continue to pay its 
ǎƘŀǊŜ ƻŦ ȅƻǳǊ ōŜƴŜŦƛǘǎ όǘƘŜ ΨŜƳǇƭƻȅŜǊΩ ƻǊ Ψ{ǘŀǘŜΩ ǎƘŀǊŜύΦ ¸ƻǳ ŀǊŜ ǎǘƛƭƭ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǇŀȅƛƴƎ ȅƻǳǊ 
share of benefits for yourself and any dependents you may have on your insurance plans (the 
ΨŜƳǇƭƻȅŜŜΩ ǎƘŀǊŜύΦ ¸ƻǳ will be billed for the employee share of health, dental, life, and any other 
insurance. Please reach out to your Human Resources office if you have concerns with keeping your 
insurance 
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Dated: 3/16/2020 

 

While guidance continues to evolve in response to COVID-19 in Maine, I want to thank 

you for everything you are doing to support the people of Maine as we navigate through 

this time when they most need the services we provide. Leadership continues to monitor 

COVID-19 activities centrally with the support of the Maine CDC, and efforts continue 

to be made to ensure we strike an appropriate balance between meeting our business 

obligations to the citizens of Maine and ensuring the health of our employees and clients. 

We also understand that many essential services, like our 24/7 facilities and public safety 

programs, must continue to be well-staffed and operational at all times. 

  

Communications continue to be reviewed centrally to ensure consistency with CDC and 

leadership guidance.  With this guidance in mind, your commissioners and agency heads 

are working to: 

  

Å Limit potential exposure of our employees most vulnerable to the virus by 

considering alternate work locations and/or schedules, telework, and leave time 

options where appropriate (management approval required; 24/7 facilities and 

public safety programs may not have any or only limited options) 

  

Å Support social distancing by reducing the number of employees within crowded 

work spaces through alternate work locations and/or schedules, telework, and 

leave time use options as appropriate (management approval required; 24/7 

facilities and public safety programs may not have any or only limited options) 

  

Å Provide more flexibility in the use of leave options over the next two weeks as 

appropriate for those who may need to be away from work for reasons related to 

the coronavirus, including the expansion of the use of sick leave (work with 

management and Human Resources; 24/7 facilities and public safety programs 

may not have any or only limited options) 

  

o For example, an office employee who is unable to work from home but 

approved by management to be away from work to care for child(ren) due 

to school or daycare closure, may now be allowed to use sick leave to 

cover this coronavirus related absence 

  

Additionally, actions are being taken to keep employees and the public informed and 

reminded of safe practices as we continue business operations: 

  

Å Notices are being posted at doors of state offices reminding employees and the 

public not to enter if they are sick with symptoms of the flu and virus 

  

Å Reminders of electronic methods for conducting State business are being posted 
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Å Bureau of General Services is installing 2 hand sanitizer dispensers in each of the 

44 occupied Augusta area state owned facilities (including MCJA) 

  

The coronavirus has created an unusual situation, and all employees will respond 

differently.  The State has resources available to you ï please reach out to your 

supervisor, Human Resources, or Living Resources (EAP) if you need support.  Please 

keep in mind that your Living Resources program is available to you and your family 

members 24 hours a day, seven days a week to assist with virtually any issue, including 

guidance on how to remain healthy and deal with the emotional impacts of the 

coronavirus. 

  

Å Remember, there is a fine line between social distancing and social isolation 

  

Å Living Resources (EAP) is also offering the following session to help support 

many who are impacted and concerned about the coronavirus.  The registration 

link is below.  All employees and family members are invited to attend. 

  

Coping With Uncertainty About The Coronavirus  

Date/ Time Registration Link 

March 17th 

11am ï 12pm EST    

https://attendee.gotowebinar.com/register/733907924160508939 

 

  

  

If you are sick, stay home and call your health provider ï do not visit them in person. 

  

Please continue to exercise care with personal hygiene, as these measures continue to be 

our best protection:  

  

o Wash your hands frequently with hot, soapy water for at least 20 seconds; 

  

o Keep your hands below your shoulders (away from your face); and  

  

o Greet others from a distance, instead of shaking hands.  

  

Please route questions to your supervisors and our Human Resources professionals.   

  

Be mindful of the needs of others. Stay calm. Stockpiling supplies may mean vulnerable 

neighbors are not able to get what they need. Please check on others, share, and be kind. 
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Dated 3/12/2020 

 

Dear State of Maine employee, 

  

Please find additional information and guidance attached to this email. 

  

The State of Maine is a large employer, and our employees have countless public facing 

interactions every day. In order to continue to provide the services Maine citizens expect 

and deserve, DAFS is following U.S. CDC and Maine CDC guidance in response to the 

2019 novel coronavirus, also known as COVID-19.   

  

We are maximizing recommended safety protocols in order to minimize the potential for 

exposure. We are encouraging calm and thoughtful interactions, both with the public we 

serve and our colleagues.  Please also know that this is a constantly evolving situation 

and that we will do our best to provide you with updated information as quickly as 

possible. 

  

Social distancing ï which means avoiding larger group gatherings and maintaining a 

distance of approximately six feet from others when possible ï is encouraged.  As new 

information becomes available and as circumstances change, we will explore additional 

options to enhance social distancing, including limiting on-site meetings; encouraging 

Maine citizens to access our services online; supporting telecommuting options; and 

using conference calling, among others.  

  

As the Governor reminded us today: 

  

Å Wash your hands often with soap and water or, if soap and water are not readily 

available, use alcohol-based hand sanitizer. 

Å Avoid touching your eyes, nose, and mouth with unwashed hands.  

Å Avoid close contact with people who are sick, and stay at home if you are sick.  

Å Avoid visiting older people or those with chronic health conditions in person to 

protect their health and safety. Find other ways to show them that you love them. 

Social isolation is a concern at times like this, but Maine people are resourceful in 

our ability to support each other. 

Å Cover your cough or sneeze with a tissue, then throw that tissue in the trash. 

Å Wipe down the things you touch often ð door knobs, phone screens, home and 

workplace equipment ð with disinfecting wipes. 

Taking these simple important steps will protect you, your family, your neighbors, and 

your co-workers. 

  

Please also refer to my last e-mail on this topic, sent March 6, 2020 at 12:41 pm. 
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Dated: 3/6/2020 

 
!ǎ ŀ ƳŜƳōŜǊ ƻŦ DƻǾŜǊƴƻǊ aƛƭƭǎΩ Coronavirus Response Team, the Department of Administrative and 
Financial Services (DAFS) has been working diligently to review HR-related guidance as part of our efforts 
to prepare for the potential spread of coronavirus, also known as COVID-19. 
  
While the Maine CDC continues to report that the risk of COVID-19 to Maine residents is low, it is 
important, as Governor Mills noted, for State government to continue to prepare. To that end, DAFS has 
prepared two documents to answer common questions state employees may have: 
  

1. A Question and Answer document that provides information about COVID-19 and outlines steps 
employees should take if they believe they or a coworker is symptomatic. It also addresses 
common questions regarding sick time, remote work, and other issues.  
  

2. A flyer, relaying similar information, that DAFS will place in common employee areas to provide 
information about COVID-19.  

  
You can also find this information online HERE. 
  
Additionally, at my direction, the Property Management Division of DAFS has increased their effort to 
keep our workspaces clean. This means that you may see increased custodian activity in your building, 
especially in areas that are commonly-used or traveled. You will also soon see more sanitation stations 
around your workplace, and, per guidance from the Maine CDC, we encourage you to use them often. 
  
As always, it is important to be mindful of phishing attempts. It is possible that you will see increased 
phishing activity from those looking to exploit fear or misinformation about the coronavirus. The best 
thing we can do is continue to practice common cybersecurity measures, such as not clicking on links 
ŦǊƻƳ ǎŜƴŘŜǊǎ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿΣ ƴƻǘ ŘƻǿƴƭƻŀŘƛƴƎ ǳƴŜȄǇŜŎǘŜŘ ƻǊ ǎǳǎǇƛŎƛƻǳǎ ŀǘǘŀŎƘƳŜƴǘǎΣ ŀƴŘ ŀƭǿŀȅǎ ǳǎƛƴƎ 
ǘƘŜ άwŜǇƻǊǘ tƘƛǎƘƛƴƎέ ōǳǘǘƻƴ ƛƴ hǳǘlook to report suspicious emails. 
  
¢ƘŜ ǿƻǊƪ ŜŀŎƘ ƻŦ ȅƻǳ ŘƻŜǎ ŦƻǊ ǘƘŜ ǇŜƻǇƭŜ ƻŦ aŀƛƴŜ ƛǎ ŎǊƛǘƛŎŀƭƭȅ ƛƳǇƻǊǘŀƴǘΦ 5!C{Ω Ƴƛǎǎƛƻƴ ƛǎ ǘƻ ŜƴǎǳǊŜ 
that you have the information and resources to stay up-to-date on developments regarding COVID-19 
and how it may impact your work. 
  
We encourage you to visit the U.S. CDC and Maine CDC websites for more information about COVID-19 
and if you have any further HR-related questions, I encourage you to speak with your supervisor or HR 
department. The Department will send out additional information and updates as necessary as the 
situation changes.  
  
Thank you for all you do.  
 Sincerely,  
  
Kirsten LC Figueroa 
DAFS Commissioner 

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fgovernor%2Fmills%2Fnews%2Fgovernor-mills-convenes-coronavirus-response-team-2020-03-02&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C6a461e543fad4e53d2b708d7c1f57cdc%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637191137081332321&sdata=U87pctx72%2Ftk2qQRLzwcj%2F%2BD7Ta%2BdEcUJoL7J6Ls7c8%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fcovid-19&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C6a461e543fad4e53d2b708d7c1f57cdc%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637191137081332321&sdata=YLROoDXQDhXiw6hIfeT7YJwRuv5Jv0NeNAln0QzQ45c%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Findex.html&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C6a461e543fad4e53d2b708d7c1f57cdc%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637191137081342278&sdata=7zu3uN6sFT47gL9Mnb1ElGzOjFe6NloViDLmoRUGazU%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdhhs%2Fmecdc%2Finfectious-disease%2Fepi%2Fairborne%2Fcoronavirus.shtml&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C6a461e543fad4e53d2b708d7c1f57cdc%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637191137081342278&sdata=TCD6IwzMn0SDcT5g6K2s7T4PeCTN%2F16e4uWwXoUTqHs%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Fstate-hr-professionals%2FHuman-Resource-Contacts&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C6a461e543fad4e53d2b708d7c1f57cdc%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637191137081342278&sdata=wcmigHKpACO5kCahhwkuDIWFpQ78giwZyd47k%2FW1Jfk%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Fstate-hr-professionals%2FHuman-Resource-Contacts&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C6a461e543fad4e53d2b708d7c1f57cdc%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637191137081342278&sdata=wcmigHKpACO5kCahhwkuDIWFpQ78giwZyd47k%2FW1Jfk%3D&reserved=0
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Appendix D 
 

Guidance on Meetings, Travel and Other 
March 12, 2020 

The State of Maine is a large employer and conducts thousands of public facing interactions every day. 

In order to continue to provide the services Maine citizens expect and need from its government, we are 

using CDC guidance and professional judgement in response to the Coronavirus.  We are maximizing 

safety and recommended protocols to minimize the potential exposure.  We are encouraging calm and 

thoughtful interactions.  Be kind and know that information is coming as quickly as possible.   

Business-Related Meetings and Gatherings  

As always, confer with your managers and supervisors before changing or implementing anything to 
ensure best practices in line with operational needs.  

  
¶ For meetings and work gatherings, consider remote participation alternative formats: tele-

conference, Skype for Business, Microsoft Teams, etc.  We will be sending a flyer with this 

information soon! 

¶ For meetings that are done in person, take precautions to include meeting in a large room or an 

open, well-ventilated space; spacing the chairs and participants in a social distancing manner; 

and keeping meetings short. 

¶ Assess the need to host or attend conferences and large gatherings and determine whether 

alternative accommodations can be made to limit or mitigate potential exposure. If it is 

determined a conference is essential and cannot be delayed or conducted by other means, refer 

to CDC guidance on planning for an event at  www.cdc.gov/coronavirus/2019-

ncov/community/large-events   

 

 

 

 

 

 

 

https://nam03.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fcommunity%2Flarge-events&data=02%7C01%7CKirsten.Figueroa%40maine.gov%7Cff1afc9c8d8d403abe7708d7c69c2aaa%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637196246335327289&sdata=aGo1wvV9xPD439LDmDLyV0vCss48sQM1gfjWy5PVSfA%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fcommunity%2Flarge-events&data=02%7C01%7CKirsten.Figueroa%40maine.gov%7Cff1afc9c8d8d403abe7708d7c69c2aaa%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637196246335327289&sdata=aGo1wvV9xPD439LDmDLyV0vCss48sQM1gfjWy5PVSfA%3D&reserved=0
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Travel 

Effective immediately for the next 30 days to be reviewed again in 2 weeks. 

In State Travel: 

¶ For now, in state travel is status quo.  Remember to take the recommended precautions of 

washing your hands, social distancing, etc. 

 

Out of State Travel: 

¶ Cancel all non-essential business out of state travel, whether or not it has been scheduled.  

Attempt to recover costs, as many airlines, hotels, conferences, etc. may allow for cancellations 

or credits. It is understood that some costs may not be recovered. 

 

¶ Essential travel is determined and must be approved by Department or Agency heads.  

When determining what is essential travel, consider: 

o Is the travel critical to the department or agency mission? 

o Is the travel related to the department or agency Continuity of Operations Plan (COOP)? 

o What is the destination and is that location currently impacted? 
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Appendix E 
Flyer for Employees 

 

While the risk of COVID -19 in Maine remains low, you can help 

keep yourself and your co-workers healthy by taking common sense 

steps and staying informed.  

How do I help stop the spread of 

germs? 

What if I think I am sick?   

 Avoid close contact with people who 

are sick. 

 Cover your cough or sneeze with a 

tissue, then throw the tissue in the 

trash. 

 Avoid touching your eyes, nose, and 

mouth. 

 Clean and disinfect frequently 

touched objects and surfaces. 

 Stay home when you are sick, except 

to get medical care. 

 Wash your hands often with soap 

and water for at least 20 seconds. 

 

For the latest information and more 

helpful tools visit: 

www.cdc.gov/COVID19 

U.S. CDC 

guidance 

recommends 

calling your 

medical 

provider first. If 

they advise that 

you see a walk-

in clinic, a list can be found by 

scanning this QR code or visiting 

maine.gov/bhr/oeh. If you do not 

speak with a medical provider, please 

call the walk-in clinic first before 

going due to possible wait times and 

exposure risk.   

 

Anthem subscribers also have the 

following options: 

 Call the Nurse Line at 1-800-607-

3262 (see the back of your Anthem 

card). 

 Register for Live Health Online, 

the 24-hour, no co-pay 

http://www.cdc.gov/COVID19
http://www.maine.gov/bhr/oeh


             Maine Department of Transportation  
 
 

1/7/2021 9:18 AM  Page 130 of 365 

 
 
 

telemedicine option. Visit 

LiveHealthOnline.com to learn 

more. 

What do I do if I have travel plans? I have questions about COVID -19 

and work, where do I turn? 

 If you plan on 

traveling soon, 

scan this QR 

code to get the 

latest travel 

warnings, or  

visit CDC.gov.  

 

Please contact your Human Resources 

office with questions and concerns.  

 

The Department of Administrative and 

Financial Services will provide 

updates as necessary as the situation 

changes.  
 

 

 

 

 

 

 

 

 

 

 

  

http://www.livehealthonline.com/
http://www.cdc.gov/
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Appendix F 
Frequent Questions and Answers 

1. What precautions can I take to protect myself from Coronavirus Disease 2019 (COVID-

19)? 

 

Maine CDC reports that the risk of COVID-19 to Maine people continues to be low. 

However, it is important for all Maine residents to take proper precautions, including 

following guidelines issued by the U.S. Centers for Disease Control and Prevention (U.S. 

CDC) such as: 

  

¶ Wash hands often with soap and water for at least 20 seconds. If soap and water are not 

available, use alcohol-based hand sanitizer. 
¶ Avoid shaking hands as a greeting.  

¶ Avoid touching your eyes, nose, and mouth with unwashed hands. 
¶ Avoid close contact with people who are sick. 
¶ Stay home when you are sick. 

¶ Cover your cough or sneeze with a tissue, then throw the tissue in the trash. 

¶ Clean and disinfect frequently touched objects and surfaces.  
 

Additionally, if you are considering booking, or have upcoming travel planned, please 

review the U.S. CDCôs travel guidance. 

 

The Department of Administrative and Financial Services encourages you to stay-up-to-

date on developments by seeking information through credible sources, such as the Maine 

CDC and U.S. CDC. 
 

  

2. What are the symptoms of COVID-19? 

 

Symptoms of COVID-19 can include fever, cough, and shortness of breath.  

 

 

3. What if someone at work is coughing or sneezing? 

 

Have tissues available in the workplace for one-time use for coughs and sneezes with a 

trash receptacle for disposal. 

 

It is important to keep in mind that many things cause people to cough, such as allergies, 

dryness, post nasal drip, irritants, a ótickleô in the throat, and more.  

 

4. With all the talk about COVID-19, should I come to work? 

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-nCoV%2Findex.html&data=02%7C01%7CBreena.Bissell%40maine.gov%7C46beea0513244590941f08d7bfce6dff%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637188767624874753&sdata=CiApYE4mNr5nghj3VlzsyPe%2FbjMkbbqo3qPGnyAMjA4%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Ftravelers%2Findex.html&data=02%7C01%7CBreena.Bissell%40maine.gov%7C46beea0513244590941f08d7bfce6dff%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637188767624884743&sdata=PijPjEYxSjMEYbLqoUcm9D1KmOgDFBi8kztclD4os4Y%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdhhs%2Fmecdc%2Finfectious-disease%2Fepi%2Fairborne%2Fcoronavirus.shtml&data=02%7C01%7CBreena.Bissell%40maine.gov%7C46beea0513244590941f08d7bfce6dff%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637188767624884743&sdata=KLrXGM0lbnOMg6QS%2FEoCKWkEL9dvyQR8R7PR%2BnvVbaE%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdhhs%2Fmecdc%2Finfectious-disease%2Fepi%2Fairborne%2Fcoronavirus.shtml&data=02%7C01%7CBreena.Bissell%40maine.gov%7C46beea0513244590941f08d7bfce6dff%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637188767624884743&sdata=KLrXGM0lbnOMg6QS%2FEoCKWkEL9dvyQR8R7PR%2BnvVbaE%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-nCoV%2Findex.html&data=02%7C01%7CBreena.Bissell%40maine.gov%7C46beea0513244590941f08d7bfce6dff%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637188767624884743&sdata=XArmpod8rD5Ho9esniL8iAvYZl9VmRJAOJt%2B7vkgxsc%3D&reserved=0
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stop-the-spread-of-germs.pdf


             Maine Department of Transportation  
 
 

1/7/2021 9:18 AM  Page 132 of 365 

 
 
 

 

Although it is natural to have concerns, employees who are well are expected to work. If 

you are sick, please stay home and contact your supervisor to report when you will be out 

sick. 

 

 

5. What if someone in my home has been asked to self-monitor for symptoms?  

 

If someone in your home has been asked by Maine CDC to self-monitor for symptoms, 

follow the precautions outlined above and self-monitor as you go to work. If you prefer to 

request vacation or comp time off during this period, such request may be granted based 

on operational need. 

  

If the person in your home becomes symptomatic, please check with a medical professional 

for guidance. Contact your supervisor if medical direction will require you to be out. 

 

 

6. What if someone in my home is diagnosed with COVID-19? 

 

If someone in your home has been diagnosed with COVID-19, immediately check with a 

medical professional for guidance. Contact your supervisor if the medical direction will 

require you to be out. 

 

 

7. What if I have symptoms or a diagnosis of COVID-19, but I do not have any or enough 

sick leave? 

 

Most importantly, stay home when you are sick and notify your supervisor of your absence. 

Please note you may be required to provide medical documentation.  

 

Employees with symptoms or a diagnosis of COVID-19 who do not have enough 

accumulated sick leave may be approved to use their available vacation, comp time, and/or 

personal leave. Employees may also be able to record leave without pay for a reasonable 

amount of time without disciplinary action. Please work with your supervisor and Human 

Resources to determine leave options for your particular situation. 

 

 

8. Can a supervisor send me home if I am sick? 

 

Yes. In most instances, supervisors can send a sick employee home.  
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9. If I am sent home due to displaying symptoms of COVID-19, do I have to use my own 

time? 

 

Yes. If you are sent home due to illness, you must use your sick leave. As mentioned above, 

if you do not have enough accumulated sick leave, leave may be approved to use available 

vacation, comp time, and/or personal leave. 

 

 

10. Can I work from home? 

 

You must receive approval from your supervisor and agency management prior to working 

from home or taking work home. Keep in mind some work assignments, materials, and/or 

equipment are not appropriate for removal from the office or work outside of the office. 

 

 

11. I have more questions about COVID-19 and work, where do I turn? 

 

 Please contact your Human Resources office with questions and concerns. 

 

 

12. I am a supervisor; where do I get more information?  

 

See your Human Resources office for additional guidance related to your role as a 

supervisor or manager. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

https://www.maine.gov/bhr/state-hr-professionals/Human-Resource-Contacts
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Appendix G 
Teleworking 

 
If you are currently equipped to telework (already have a laptop and remote security access), you may 
do so for the next two weeks with Bureau or Office director approval.  If you are not so equipped, 
aŀƛƴŜ5h¢Ωǎ ƳŀƴŀƎŜƳŜƴǘ ǘŜŀƳ ƛǎ ŎǳǊǊŜƴǘƭȅ ǿƻǊƪƛƴƎ ƻƴ ŀ Ǉƭan to increase the number of employees 
who can telework based upon job duties, operational need, and technical requirements and 
capacity.  Obviously, we will not be able to grant every request.  We expect to have more information on 
this in a couple of days.  Please do not submit individual tickets for new equipment or service through 
the OIT help desk platform.  Instead, work with your supervisor to capture your needs, who will forward 
them to your Bureau or Office director for review.   
 
If approved for teleworking, some tips to keep in mind: 

¶ Trust is critical. Be available when you say you will be, ask for help when needed, and 
consistently deliver quality work. 

¶ Stay connected with your team. Communicate with your co-workers and supervisor as much as 
you normally would, as best you can.  Develop a schedule and stick to it.  Your availability while 
teleworking should be equal to in-office availability. In addition to helping you with your work, 
this will keep you from feeling isolated.  

¶ Seek approval before taking home any materials that contain confidential information. 
Remember to exercise caution, and to maintain confidentiality even with family members. 

¶ Remain flexible and willing to make changes to meet operational and public needs. 
 
Some additional options to telework and otherwise work remotely even without internet access.  These 
options are all designed to allow promote social distancing as recommended by the CDC.  Like all such 
options, you can request them through your supervisor for review by your Bureau or Office 
Director.  Approval will be made based on operational need, ability to do meaningful work at a remote 
ǎƛǘŜΣ ŀƴŘ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊΩǎ ŀōƛƭƛǘȅ ǘƻ ŀǎǎǳǊŜ ǉǳŀƭƛǘȅ ŀƴŘ ǇǊƻŘǳŎǘƛǾƛǘȅΦ  There are three new options. 
II. Telework Using a State Desktop.  My email on Telework of March 16th focused on laptops.  Today, 

after working with OIT, we have learned that there is an option ς with approval - to take a State 

desktop machine home to telework.  While this is not as easy as a laptop, these challenging times 

require out-of-the-box thinking, and we want to thank OIT for their flexibility.  For this option to be 

considered, security protocols must be followed including the installation of Multi-Factor 

Authentication (MFA) on the desktop computer in question.  MFA installation on a desktop can only 

be done when the machine the machine is connected to the state network.  This means it must be 

done BEFORE it is moved from the state office. 

 
If this desktop option is approved, all the guidelines contained in my Telework email of March 
16th apply.  Additionally, the following requirements also apply. 
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¶ The functionality of remote access including pulse secure and MFA must be 

verified.  MaineDOT RIO personnel will handle this upon approval by your Bureau and 

Office Director. 

¶ Hardware to be removed is limited to the desktop computer, monitor, keyboard, and 

mouse.  Other than the desktop computer, you may also use equipment that you 

already have at home (monitor, keyboard, mouse). 

¶ A complete and accurate list of all state hardware being removed must be provided to 

your supervisor before it is removed from state property.  Supervisors will keep an 

inventory of any and all hardware removed on a department wide SharePoint 

document. 

 
III. Telework Using Your Personal PC.  You may be able to telework using your own PC IF you require 

only limited applications and security protocols are followed.  That is, if you only require state email 

(Outlook) and Microsoft Office products, have internet access, and follow MFA security protocols, 

you can telework on your home PC with approval.   Again, make this request through your 

supervisor for review by your Bureau or Office Director. 

 
Please understand that we cannot fulfill all telework requests immediately.  It could easily take a 
week or more depending upon demand.  Please understand that we are doing everything we 
can to get this done competently and as efficiently as possible. 
 

IIII. Other Remote Work.  With approval of your Bureau or Office Director, you may be authorized to 

work at a remote location such as your home to perform specific tasks or projects, even without an 

internet connection.  To qualify, your supervisor must determine that any such this work meets the 

following criteria.  

¶ A schedule of work hours that is consistent with MaineDOT policy and telework 

requirements contained in my March 16th email. 

¶ Work tasks must be within the normal job duties of the employee.  These may include 

training. 

¶ The supervisor and employee must agree upon method of tracking the completion of 

tasks and receiving new assignments, as well as communication methods (phone, text, 

email, etc.). 

¶ The employee must be available during normal business hours with regular 

communication 

Some pointers for setting up a workspace in your home can be found on this video, recently 
ŎǊŜŀǘŜŘ ōȅ ǘƘŜ {ǘŀǘŜΩǎ ŜǊƎƻƴƻƳƛŎ ŀŘǾƛǎƻǊΣ Wŀǎƻƴ ²ŀŘŜΥ 
https://www.youtube.com/watch?v=axSgFvUSpGA&t=22s 
 

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DaxSgFvUSpGA%26t%3D22s&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056910808&sdata=KmGZinxhbiU4QXNdy6mKrxdIVIrygWBTYWr%2B4DuGJ5M%3D&reserved=0
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IŜǊŜΩǎ ǘƘŜ ƭƛƴƪ ǘƻ ǘƘŜ ¢ŜƭŜǿƻǊƪ .Ŝǎǘ tǊŀŎǘƛŎŜǎ ŘƻŎǳƳŜƴǘΥ 
https://www.maine.gov/dafs/sites/maine.gov.dafs/files/inline-
files/Telework%20Best%20Practices%20-%20Employees.pdf 
 
 Telework Best Practices  
This is intended to address COVID-19 related circumstances that require or allow employees to work 
remotely instead of from their assigned workplace. Approval to telework during this outbreak is not an 
indication that work can effectively be performed at home under normal circumstances.  
For employees:  
ω /ǊŜŀǘŜ ŀ ǿƻǊƪǎǇŀŎŜ ŀǘ ƘƻƳŜ ƛƴ ŀ ŎƻƳŦƻǊǘŀōƭŜΣ ǉǳƛŜǘ ǇƭŀŎŜΣ ŀǿŀȅ ŦǊƻƳ ŘƛǎǘǊŀŎǘƛƻƴǎ ŀƴŘ ǎŜǇŀǊŀǘŜ ŦǊƻƳ 
living or family space. (If you are set up on the dining room table or another area where the family can 
interfere, it will be difficult to keep on task.) A dedicated area trains the brain to associate this place 
with work activities, leading to greater focus. It should be an area where all work-related materials can 
ōŜ ǎǘƻǊŜŘ ǿƘŜƴ ȅƻǳ ŀǊŜ ƴƻǘ άŀǘ ǿƻǊƪέΦ aŀƪŜ ǎǳǊŜ ȅƻǳǊ ŦŀƳƛƭȅ ƳŜƳōŜǊǎ ǊŜǎǇŜŎǘ ȅƻǳǊ ǿƻǊƪ ŀǊŜŀ ŀǎ ŀ 
place of business.  
ω ²ƘŜƴ ŎǊŜŀǘƛƴƎ ȅƻǳǊ ǿƻǊƪǎǇŀŎŜΣ ƳŀƪŜ ƛǘ ŀǎ ŜǊƎƻƴƻƳƛŎ ŀǎ ǇƻǎǎƛōƭŜ ǘƻ ǊŜŘǳŎŜ ǎǘǊain on your body. Try to 
have a desk or table at a comfortable height, a chair that will support correct posture, and adequate 
lighting.  
ω {ǘƛŎƪ ǘƻ ȅƻǳǊ ǊŜƎǳƭŀǊ ǿƻǊƪ ǊƻǳǘƛƴŜ ŀǎ ƳǳŎƘ ŀǎ ǇƻǎǎƛōƭŜΦ ¢Ƙƛǎ ƳŜŀƴǎ ǎǘŀǊǘƛƴƎ ŀƴŘ ŦƛƴƛǎƘƛƴƎ ǿƻǊƪ ŀǘ ǘƘŜ 
same times, as well as taking your regular lunch break. It also means doing the same activities that you 
normally do. For example, if you usually enjoy going for a walk outside for part of your lunch, continue 
doing so while working remotely. Similarly, if you like to have snacks at certain times during the day, 
continue doing this as well. Sticking to your usual routine will create a sense of stability, keeping you 
focused on what is most important: the work.  
ω 5ŜǾŜƭƻǇ ŀ ǎŎƘŜŘǳƭŜ ŀƴŘ ǎǘƛŎƪ ǘƻ ƛǘΦ ¢Ƙƛǎ ƛǎ Ǿƛǘŀƭ ŦƻǊ Ƴŀƴŀgers and co-workers so that they know when 
they can expect to communicate and collaborate with you. It also helps your family understand when 
you should not be disturbed.  
ω CƻǊ ǎƻƳŜ ǇŜƻǇƭŜΣ ǇǳǘǘƛƴƎ ƻƴ ǿƻǊƪ ŎƭƻǘƘŜǎ ŜǾŜƴ ǿƘŜƴ ǿƻǊƪƛƴƎ ŦǊƻƳ ƘƻƳŜ Ŏŀƴ ƘŜƭǇ ƎŜǘ you into the 
right frame of mind. It can help you take your work seriously and stay focused.  
ω ¢ƻ ŎƻƳōŀǘ ŘƛǎǘǊŀŎǘƛƻƴǎΣ ŎǊŜŀǘŜ ƭƛǎǘǎ ƻŦ ǿƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ŀŎƘƛŜǾŜ ŜŀŎƘ ŘŀȅΦ ²ǊƛǘƛƴƎ Řƻǿƴ ǿƘŀǘ ȅƻǳ 
want to accomplish for the day gives you a sense of direction.  
ω ¢Ǌǳǎǘ ƛǎ ŎǊƛǘƛŎŀƭΗ .Ŝ ŀǾŀƛƭŀōƭŜ ǿƘŜƴ ȅƻǳ ǎŀȅ ȅƻǳ ǿƛƭƭ ōŜΣ ŀǎƪ ŦƻǊ ƘŜƭǇ ǿƘŜƴ ƴŜŜŘŜŘΣ ŀƴŘ ŎƻƴǎƛǎǘŜƴǘƭȅ 
deliver quality work.  
ω {ǘŀȅ ŎƻƴƴŜŎǘŜŘΗ /ƻƳƳǳƴƛŎŀǘŜ ǿƛǘƘ ȅƻǳǊ Ŏƻ-workers as much as you normally would, as best you can. 
Your availability while teleworking should be equal to in-office availability. In addition to helping you 
with your work, this will keep you from feeling isolated.  
ω {ŜŜƪ ŀǇǇǊƻǾŀƭ ōŜŦƻǊŜ ǘŀƪƛƴƎ ƘƻƳŜ ŀƴȅ ƳŀǘŜǊƛŀƭǎ ǘƘŀǘ Ŏƻƴǘŀƛƴ ŎƻƴŦƛŘŜƴǘƛŀƭ ƛƴŦƻǊƳŀǘƛƻƴΦ wŜƳŜƳōŜǊ ǘƻ 
exercise caution, and to maintain confidentiality even with family members.  
ω wŜƳŀƛƴ ŦƭŜȄƛōƭŜ ŀƴŘ ǿƛƭƭƛƴƎ ǘƻ ƳŀƪŜ ŎƘŀƴƎŜǎ ǘƻ ƳŜŜǘ ōǳǎƛƴŜǎǎ ŀƴŘ ǇǳōƭƛŎ ƴŜŜŘǎΦ  
 
Tools for remote work:  
ω Yƴƻǿ Ƙƻǿ ǘƻ ŎƘŜŎƪ ŘŜǎƪ ǇƘƻƴŜ ƳŜǎǎŀƎŜǎ ǊŜƳƻǘŜƭȅ  
ω Yƴƻǿ Ƙƻǿ ǘƻ ŎƘŀƴƎŜ ȅƻǳǊ ŘŜǎƪ ǇƘƻƴŜ ǾƻƛŎŜƳail message remotely  

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FTelework%2520Best%2520Practices%2520-%2520Employees.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056910808&sdata=iu5hrLDyhwfhT%2BSEj2nxeCz8xhr4FtWrxqMP1IWgEdA%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fdafs%2Fsites%2Fmaine.gov.dafs%2Ffiles%2Finline-files%2FTelework%2520Best%2520Practices%2520-%2520Employees.pdf&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056910808&sdata=iu5hrLDyhwfhT%2BSEj2nxeCz8xhr4FtWrxqMP1IWgEdA%3D&reserved=0
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ω ¦ƴŘŜǊǎǘŀƴŘ Ƙƻǿ ǘƻ ŦƻǊǿŀǊŘ ȅƻǳǊ ŘŜǎƪ ǇƘƻƴŜ ƴǳƳōŜǊ ǘƻ ȅƻǳǊ ŎŜƭƭ ǇƘƻƴŜ  
ω Yƴƻǿ Ƙƻǿ ǘƻ ŀƴǎǿŜǊ ȅƻǳǊ ŘŜǎƪ ǇƘƻƴŜ ǳǎƛƴƎ ȅƻǳǊ ŎƻƳǇǳǘŜǊΩǎ ǎƻŦǘ ǇƘƻƴŜ  
ω Yƴƻǿ Ƙƻǿ ǘƻ ǳǎŜ ŀƴ ƛƴǎǘŀƴǘ ƳŜǎǎŀƎƛƴƎ ŦŜŀǘǳǊŜ ǎǳŎƘ ŀǎ {ƪȅǇŜ ƻǊ aƛŎǊƻǎƻŦǘ ¢ŜŀƳǎ ǘƻ ŎƻƳƳǳƴƛŎŀte 
with team members instantaneously  
ω ¦ƴŘŜǊǎǘŀƴŘ Ƙƻǿ ǘƻ ŀŎŎŜǎǎ ǎƘŀǊŜŘ ŘǊƛǾŜǎ ǊŜƳƻǘŜƭȅ ǘƻ ǳǇƭƻŀŘ ŀƴŘ ǊŜǘǊƛŜǾŜ ŘƻŎǳƳŜƴǘǎ  
ω Yƴƻǿ Ƙƻǿ ǘƻ ǎŜǘ ǳǇ ŀƴ ƻƴƭƛƴŜ ƳŜŜǘƛƴƎ ǘƻ ǎƘŀǊŜ ŘƻŎǳƳŜƴǘǎ ŀƴŘ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛǘƘ ƳŜŜǘƛƴƎ ŀǘǘŜƴŘŜŜǎ 
through the shared-screen function  
 
IT is developing a web page to provide this information ς it is a work in progress so check for updates 
from time to time.  
https://www.maine.gov/oit/remote  
Teleworking will be subject to the following standards and expectations:  
ω ¢ƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎŀƭŀǊȅΣ Ƨƻō ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ŀƴŘ ōŜƴŜŦƛǘǎ ǿƛƭƭ ƴƻǘ ŎƘŀƴƎŜ ōŜŎŀǳǎŜ ƻŦ ƛƴǾƻƭǾŜƳŜƴǘ ƛƴ 
teleworking.  
ω ¢ƘŜ ŜƳǇƭƻȅŜŜ ŀƎǊŜŜǎ ǘƻ ŎƻƳǇƭȅ ǿƛǘƘ ŀƭƭ ŜȄƛǎǘƛƴƎ Ƨƻō ǊŜǉǳƛǊŜƳŜƴǘǎ and expectations while at their 
remote worksite.  
ω bƻǊƳŀƭ ǿƻǊƪ ƘƻǳǊǎ ŀǊŜ ǘƻ ǊŜƳŀƛƴ ǘƘŜ ǎŀƳŜ ǿƘƛƭŜ ǘŜƭŜǿƻǊƪƛƴƎ ǳƴƭŜǎǎ ƻǘƘŜǊǿƛǎŜ ŀƎǊŜŜŘ ōȅ ǘƘŜ 
supervisor.  
ω ¢ƘŜ ŜƳǇƭƻȅŜŜ ǎƘŀƭƭ ǇǊƻƳǇǘƭȅ ƴƻǘƛŦȅ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ ǿƘŜƴ ǳƴŀōƭŜ ǘƻ ǇŜǊŦƻǊƳ ǿƻǊƪ ŀǎǎƛƎƴƳŜƴǘǎ ŘǳŜ ǘƻ 
equipment failure or other unforeseen circumstances.  
ω 5ǳǊƛƴƎ ǘŜƭŜǿƻǊƪ ƘƻǳǊǎΣ ǘƛƳŜ ǘƘŜ ŜƳǇƭƻȅŜŜ ǎǇŜƴŘǎ ŎŀǊƛƴƎ ŦƻǊ ŘŜǇŜƴŘŜƴǘǎ ƻǊ ƻƴ ƻǘƘŜǊ ǇŜǊǎƻƴŀƭ ōǳǎƛƴŜǎǎ 
will not be counted as time worked.  
ω ¢ƘŜ ŜƳǇƭƻȅŜŜ Ƴǳǎǘ Ǝŀƛƴ ǇǊŜ-approval from management prior to using any accrued leave.  
 

 
 
Stay active while teleworking.  See below two exercise videos for employees.  
 

Back Strengthening: https://youtu.be/x9R7eX_pjiQm   
Desk Stretching: https://youtu.be/JXRwcybd7l0  

https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2Fx9R7eX_pjiQm&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056920801&sdata=fd%2FnMGrF%2FCpFPQ9E5Vu2lGhYeR7OZE2%2Fxl5QntWyL4c%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FJXRwcybd7l0&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056920801&sdata=3EJ138BrrD52UHJ%2BlYD6K%2Bc8wYJZeRM1aIizo33ufl8%3D&reserved=0
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Appendix H 
Human Resource Update 12/31/20 

 
A new item, beginning January 2, 2021, is with leave and recording hours worked.  Employees, in the 
past, have needed to charge vacation, sick leave, and compensation leave in ½ hour 
increments.  Beginning January 2, 2021, you will now be able to charge leave credits in ¼ hour 
increments.  Conversely, when you fill out your time cards, you will also have the ability to document 
time worked in ¼ hour increments as well.  (This applies to all MaineDOT employees, with the exception 
of Ferry Service personnel; Ferry Service has had the ability to record leave and hours worked in ¼ 
increments.) 
 
As a reminder, the Administration worked with MSEA and entered into an agreement on maximum 
vacation balances.  Effective January 1, 2021, there will be no cap on the maximum hours of vacation 
you can accrue.  However, it is important to note that at the end of 2021, maximum vacation balances 
must be at, or below, the contractual amount allowed.  Please be mindful of your balances so you do 
not lose time at the end of 2021. 
 
Your annual sick leave earnings will be loaded into your sick leave account up front.  When payroll 
completes processing the payroll we are currently in, you will see 96.2 hours added to your balance.  If 
you currently are at 960 sick leave hours, the annual amount will be added to your reserve account. 
 
Per the collective bargaining agreements, a new salary schedule will be implemented.  The current Step 
1 will be removed, the remaining salary steps will be renumbered and a new Step 8 will be added, which 
will be a 4% increase.  You will not see the new salary amounts immediately, as we need to process the 
current payroll we are in now first; please be patient. 
 
The Federal Emergency Paid Sick Leave and the Emergency Paid Family Leave for Childcare will 
end.  These two Federal benefits are not part of the new Corona Virus Relief Package recently passed 
and signed by the President.  With this being said, Governor Mills has authorized a new Corona Care 
administrative leave benefit for employees.  This benefit is for 80 hours of leave for COVID related 
absences be it isolation, quarantine, or COVID related child care items.  It is important to note that the 
80 hour COVID Care benefit is not an additional benefit to employees in the event Congress reinstates 
the Federal Emergency Paid Sick Leave.  Should Congress reinstate the Emergency Sick Leave, any COVID 
Care hours used will be applied to the federal benefit and hours will be reduced.  To record the use of 
the Corona Care benefit, please code hours used as COVID Sick. 
 
Many of you with school aged children have concerns about the last item.  Please remember, talk with 
your supervisor, they will work with you to assist in meeting the need you may have with your child(ren) 
be it flexible use of accrued leave, alternative/flexible work schedules, or even unpaid leave. 
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Use of Leave Time 
 
As always, requests for use of leave time need to be directed to your supervisor, who will be receiving 
guidance from Bureau and Office directors.   

1. Sick Time 

a. You are Sick.  Obviously, in accordance with standard practice, if you are sick, even mildly so 

(running nose, fever, shortness of breath, cough), stay home, and use your sick 

time.  Distance yourself from people in your home as much as possible.  Cough into tissue, 

wear a mask if you already have one, and stay in one room as much as possible. 

b. You are Taking Care of a Dependent Who is Sick.  Also in accordance with standard practice, 

if you need to attend to sick dependents, do so and use sick time.  But again, take 

precautions to avoid catching whatever they have.  Avoid long close interactions (less than 6 

feet).  Wash your hands every time you leave the room where they are.  Use technology 

(cell, text, FaceTime, etc.) to have virtual conversations as much as you can.  Although we all 

want to hug and kiss those we love who are not feeling well, it is especially important to 

avoid that now. 

c. You are Taking Care of School Aged Children.  Moving now to new policies in response to the 

COVID-19 challenge, in accordance with statewide guidance provided by the Department of 

Administrative and Financial Affairs (DAFS), if you need to be home to care for children who 

are home due to the closure of K-12 schools or your daycare, you can do so and use sick 

time for up to two weeks.  We understand schools may be closed for longer than this, and 

we will update this policy if and when state-wide policy changes. 

d. You Live with Someone with COVID-19 or is Sick and had Credible Exposure to COVID-19.  To 

provide more flexibility for those who need to be away from work for reasons related to 

COVID-19, you are encouraged to stay home and use sick time for up to two weeks if you 

live with a person who (i) is diagnosed with COVID-19 OR (ii) is symptomatic (running nose, 

fever, shortness of breath, cough) AND has been directly exposed to someone else who is 

diagnosed with COVID-19 or who recently returned from a country, area, or gathering with 

widespread confirmed COVID-19 cases. 

e. You are in a Higher Risk COVID-19 Group.  If you are older or have a medical condition that 

causes higher risk (including heart disease, diabetes, chronic respiratory disease, or cancer), 

you are eligible, but not required, to use sick time for up to two weeks, unless you are 

necessary for continued operations.  Your supervisor or Bureau and Office director will be 

notifying all such necessary personnel shortly. 
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2. Vacation, Comp and Personal Time 

If you do not qualify for use of sick time as described above, but you want to isolate yourself at 
home or elsewhere to reduce your risk of exposure to COVID-19, most of you can use vacation, 
compensatory and personal time to do so.  Again. the exception is employees who are necessary 
for continued operations.   
 

3. Unpaid Time 

If you have used all your sick, vacation, compensatory or personal time, and still want to be 
away from work for the reasons set forth above, you can request unpaid time for up to two 
weeks.  It will be generally granted, excepting those who are necessary for continued 
operations.  We are seeking guidance as to if or how use of unpaid time will impact your health 
or life insurance. 

As noted above, productive telework hours approved by your Bureau or Office Director do not require 
the use of any type of leave time.  We understand that work days at home or any place other than your 
usual place of work may often be a combination of work and leave, and we know that you will honestly 
report each to your supervisor.  
 
Updated: 4/1/2020 

There are two new options: 
  

Sick Leave.  Two weeks of paid sick leave is available for an employee who is unable to 

telework and who: 
o has been directed to comply with a Federal, State, or local quarantine or isolation 

order related to COVID-19, 
o has been advised by a health care provider to self-quarantine due to COVID-19, 

o is experiencing COVID-19 symptoms and is seeking a medical diagnosis, 
o is caring for someone who has been directed to comply with a Federal, State, or 

local quarantine or isolation order related to COVID-19, or someone who has 

been advised by a health care provider to self-quarantine due to COVID-19,  OR 

o is caring for a child whose school or child care is closed (or their regular, paid 

child-care provider is unavailable) due to COVID-19. 
  

Family Medical Leave.  12 weeks of time; the first 2 weeks unpaid (see sick leave 

above), and 10 weeks paid IF the employee: 

o has worked for the State for at least 30 days prior to using the leave, 
o needs to care for their son or daughter (as defined) under the age of 18,  
o has Family Medical Leave time available, AND 

o can prove, if requested, that their school or that their paid child-care provider is 

closed or unavailable. 
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If you qualify and use the Emergency Paid Sick Leave benefit, when you make out your 

timecard in F2K, please select COV SICK  from the drop down box.  This will auto fill the 

coding lines.  If you qualify and use the Emergency Family and Medical Leave Expansion, 

please select COV FML  from the drop down box.  Again, this selection will auto fill the coding 

lines. 
  

We would also like to remind you that if you do not qualify for either of the above two new 

rules, you may use still your own time or unpaid leave.  Please use the following comments in 

the comment section of your timecard to help us track the expenditures. 
  
COVID Personal Concern - When isolating yourself at home or elsewhere to reduce your risk of 

exposure to COVID-19 (vac, comp or personal leave). 

COVID Dependent Care ï You are Taking Care of School Aged Children and your 

daycare/school is NOT closed (sick, vac, comp or personal leave). 
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Summary of Leaves Available to Care for Children when 
School/Childcare/Care Provider are Closed or Unavailable  

August 2020 
 
1. Emergency Paid Sick Leave Act (EPSLA). For qualifying employees who have not already exhausted 
this benefit, if an employee is unable to work or telework because the employee is caring for a child 
whose school/childcare/care provider is closed or unavailable due to COVID-19, the employee has the 
option to use up to 80 hours of paid leave. If the employee and supervisor agree, EPSLA can be taken 
intermittently. Part time and intermittent employees should contact HR to determine the number of 
hours of eligibility. This leave is not available to employees who are deemed exempt as health care 
providers or emergency responders.  
 
2. Emergency Family and Medical Leave Expansion Act (EFMLEA). For qualifying employees who have 
not already exhausted this benefit, if the employee is unable to work or telework because the employee 
is caring for a child whose school/childcare/care provider is closed or unavailable due to COVID-19, the 
employee may qualify to use up to 12 weeks of Emergency Family and Medical Leave. If the employee 
and supervisor agree, EFMLEA can be taken intermittently. To qualify, employees must have worked for 
the State for at least 30 days prior to using the leave. The first two weeks of EFMLEA are unpaid, but the 
employee can use the 80 hours of EPSLA time (if available) during the two-week unpaid period. Please 
note that an employee is entitled to a combined total of 12 weeks of this emergency leave and 
traditional Family and Medical Leave for 2020 (not 12 weeks of each), so in order to be eligible for 
EFMLEA, the employee must have FMLA leave available. EFMLEA is not available to employees who are 
deemed exempt as health care providers or emergency responders.  
 
3. Use of accrued sick leave to care for children. During this extreme public health emergency, the 
Governor has authorized the use of accrued sick leave when the employee is unable to work or telework 
ōŜŎŀǳǎŜ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƘƛƭŘΩǎ ǎŎƘƻƻƭκŎƘƛƭŘ ŎŀǊŜ ƛǎ ŎƭƻǎŜŘ ƻǊ ǊŜƎǳƭŀǊ ŎƘƛƭŘ-care provider is unavailable 
due to COVID-19.  
 
Limitation on the above leaves: The Emergency Paid Sick Leave, the Emergency Family and Medical 
Leave Expansion Act leave, and the use of sick leave to care for a child as described above are not 
available if the school/daycare/provider is open/available but the parent(s) chooses not to send the child. 
If the school/daycare/provider is open but only available for the child to attend part time due to COVID-
19, such leaves can be used for the periods when the school/childcare/provider is unavailable for the 
child to attend.  
 
4. Use of other accrued leaves: Employees may use accrued vacation, personal time, or compensatory 
time as approved pursuant to the collective bargaining agreement.  
 
5. Unpaid leave pursuant to state law. If the employee cannot work or telework because the 
ŎƭƻǎǳǊŜκǳƴŀǾŀƛƭŀōƛƭƛǘȅ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƘƛƭŘΩǎ ǎŎƘƻƻƭκŎƘƛƭŘŎŀǊŜκǇǊƻǾƛŘŜǊΣ ǘƘŜǊŜ Ƴŀȅ ŀƭǎƻ ōŜ ǳƴǇŀƛŘ 
leave available pursuant to state law, during which the State will continue to pay ǘƘŜ {ǘŀǘŜΩǎ ǎƘŀǊŜ of 




























































































































































































































































































































































































































































